
From: HELVEY Adam L * DAS

Subject:
Date:
Attachments:

OregonBuys Go-Live Checklist
Tuesday, April 19, 2022 1:15:46 PM
AgencyGoLiveChecklist.xlsx

Good Afternoon Everyone,

Here is the checklist that we are talking about in today’s meeting.  Thanks.

Adam Helvey OPMA, OPBC
Oregon Buys Agency Liaison
ORCPP and Sustainability
Program Manager
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Agency Checklist

		Phase II Wave 1 Agency Go-live Checklist

		Category		Item		Owner		Status		% Complete		Completion Date 		Notes

		Required		Email a list of agency staff who will participate in Agency Validation sessions to DeAnna Harris: deanna.harris@das.oregon.gov. List must include users from AP, DA, and BP roles. 		Agency Project Coordinator		Select from List				3/2/22		We need to know all the agency users who will participate in validation so we can set them up in UAT.

		Required		Complete and submit required R*STARS Interface Request and Security forms		Agency R*STARS Point of Contact		Select from List				3/11/22		These forms are required to begin R*STARS testing and were shared via email with your agency point of contact for R*STARS. A meeting was held on 3/2/2022 with Liz Schultz (DAS FBS) and forms were distributed to attendees. If you have questions please contact your agency R*STARS point of contact. 

		Required 		Distribute the provided ADKAR survey link to agency users and encourage participation. 		Agency Project Coordinator		Select from List				3/23/22		Survey link was provided to the Agency Project Coordinator who were asked to share with agency users. ADKAR is the change management model we're using to track how successful project messages have been.

		Required		Distribute the provided email with facilitated training registration information to agency users. If applicable, also provide any additional process guidance information and agency specific training materials to agency users. 		Agency Core Team		Select from List				3/25/22		Confirm agency users have received information on facilitated training sessions appropriate to their user role. Training information is available on Workday and on the OregonBuys training webpage: https://www.oregon.gov/das/ORBuys/Pages/training.aspx

		Recommended		If applicable, build agency approval paths. Request a meeting if your agency needs instructions. 		Agency ORG Admin		Select from List				Recommended 3/29/2022 - 5/3/2022		Recommend completing approval paths prior to Agency Validation sessions scheduled 3/29 - 5/10. Agencies may choose to complete after this date as these items are dependent upon agency decisions and intended use. 

		Recommended		If applicable, build agency custom columns. Request a meeting if your agency needs instructions. 		Agency ORG Admin		Select from List				Recommended 3/29/2022 - 5/3/2022		Recommend completing custom columns prior to Agency Validation sessions scheduled 3/29 - 5/10. Agencies may choose to complete after this date as these items are dependent upon agency decisions and intended use. 

		Recommended		Review and finalize your Future Agency Processes excel spreadsheet.		Agency Core Team		Select from List				Recommended 3/29/2022 - 5/3/2022		Recommend reviewing and finalizing Future Agency Processes that were created as part of process design sessions with your Core Team. Please finalize and confirm understanding of processes identified in the spreadsheet. These processes need to be ready to validate during Agency Validation sessions scheduled 3/29 - 5/10. Future Agency Processes are posted in Workday under Core Team Resources by Agency, in the Future Processes folder.

		Recommended		Review your agency process design session Parking Lot document and take care of any follow up items.		Agency Core Team		Select from List				Recommended 3/29/2022 - 5/3/2023		Recommend reviewing Parking Lot document created as part of Core Team meetings for any necessary follow up. Parking Lot decisions and processes need to be validated during Agency Validation Sessions scheduled 3/29 - 5/10. Parking Lot document is posted in Workday under Core Team Resources by Agency, in the Parking Lot folder.

		Recommended		If applicable, conduct additional agency-specific user training.		Agency Core Team		Select from List				Recommended 5/2/2022		Some agencies may elect to provide additional training to users for agency specific processes or agency specific guidance. 

		Required		Verify Departments, Locations, and Users in PROD. Manually add any departments, locations, or users that were not included in the data load templates.		Agency ORG Admin		Select from List				5/2/22		Review of PROD set up and users should be completed with enough time for corrections, as needed. If you need instructions for making manual additions, visit the OregonBuys training webpage: https://www.oregon.gov/das/ORBuys/Pages/training.aspx

		Required		Participate in required Agency Validation sessions and R*STARS testing. Send results De Anna Harris: deanna.harris@das.oregon.gov. 		Agency Staff Participating in Validation and Testing		Select from List				3/29/2022 - 5/10/2022		Agencies are required to complete R*STARS testing. Validation sessions are scheduled to facilitate R*STARS Testing and Agency Validation of OregonBuys. 

		Recommended		Conduct final review of approval paths, users, in case of any staff changes.		Agency ORG Admin		Select from List				Recommended 5/9/2022		It is recommended that Agency OAs do a final review of the approval path users in case of staff changes. 

		Required		Return Agency Go-Live Checklist to Adam Helvey.		Agency Project Coordinator		Select from List				5/10/22		Return to Adam Helvey at OREGONBUYS.INFO@DAS.OREGON.GOV.

		Required		Distribute the provided email on how to get system support to agency users. This email will include the support email address and phone number.		Agency Project Coordinator		Select from List				5/25/22		Information will be provided to the Agency Project Coordinator who will be asked to share with agency users. 

		Recommended		As needed, attend post Go-Live support office hours.		Agency Core Team		Select from List				Recommended 7/13/2022		Post Go-Live Support Office hours will be available for agency users for 30 business days following go-live
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