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Project Leader: Project:
HR Major Tasks

Blue = Symplicity Task Red = Client Task Purple = Joint Task
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IT Tasks
 3.00 Submit sample student data upload  B A
 1.00 Modify Student Profile Form  B A
 0.50 Upload Sample Student Data  A
 1.00 Confirm Sample Student Data is correct  A B
 1.50 Configure Authentication Method for Staff/RA/Students (if applicable)  A B
 1.00 Test Authentication Method for Staff/RA/Students (if applicable)  A B
 2.00 Submit Legacy Data File A
 Import Legacy Data B A
 2.00 Review Legacy Data A B

12.00 Minimum Total Hours Required

Go Live 

Minimum Total Hours Required 57.15
Total Completed Tasks 0
Total Tasks 76
% Complete 0%

Set up Federal Reporting modual (location editing)

Review/Wrap-up Call

Import Student Group data

Review System Settings answer Staff questions
Train Staff on Federal Reporting (if applicable)

Clean up last items
Train on Reporting/analytics
Run through system-applications, processing apps, modules, etc.
Carry out clean up and provide cleanup list, if applicable to TSS
Site clean up by Symplicity developers

Enter picklist values for Security Reporting (if applicable)

Review using Support and how features are handled
Answer final questions
Review Checklist

Train Staff on Resource Library
Configure Picklists (Charges/Santions/Incident Types)
Set up Letters and System Messages
Make Forms changes
Rewiew webinar and set up appeals forms, picklists and settings

Train Staff on Security Reporting (if applicable)
Train Staff on Student Groups (if applicable)
Finalize system settings
Review Federal Reporting webinar and manual

Provide TSS completed Student Group import template

Create groups and associate with users
Adjust/create digest templates/surveys
Review student interface webinar and set up manual
Set up student interface (if applicable)
Read system settings manual

Train Staff on Calendar & Announcements

Train Staff on Users & Groups/Roles
Train Staff on Import Tool

Modules & Settings

Train Staff on Students/ Digests/Interface/Surveys

Set up Concern Area

Review/utilize CARE webinars and help/set up sheets

CARE Process

Determine Action Taken, Areas of Concern and Report Type list values

Train Staff on Picklist creation/editing/types/consequences of deletion

Incident Report Process

Train Staff on Appeals

Train Staff on Filtering/searching lists/Incident tabs
Practice Incident Reporting process

Review Email/Letter Template webinar
Review Forms webinar

Tools 1

Tools 2
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Train Staff on Public and Intake Forms

Begin gathering data for entering into system (letters, list data, student 
information, staff, building/room information, historic data for import)
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Submit Header files for Staff/ Student interfaces

Provide edited building/room and staff import file to TSS or add manually

Train Staff on Forms

Train Staff on Letters & System Messages (tracking)

Train Staff on Report types 
Train Staff on Areas of Concern/Dashboard/Students of Concern
Train Staff on Action Plans
Train Staff on System Settings
Practice report entry/processing
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Scheduled Calls

S
ch

oo
l S

ta
ff

Tr
ai

ni
ng

 4
 - 

To
ol

s 
2

Go Live:Advocate Modular + CARE Patricia Hyland
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Project Completed By: Owner / Priority
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Import buildings/rooms/staff

Train Staff on Public and Intake forms

Kickoff Call

Train Staff on Incident Types
Train Staff on Charges/Meetings/Letters/Sanctions

Train Staff on Closing a Case

Review Questionnaire Responses
Discuss Goals and Expectations of Advocate
Discuss Data Imports
Schedule Trainings, Meetings, and Launch Date

Upload Header files for Staff / Student Interfaces
Explain Whitlisting Symplicity IP Addresses
Setup Relay Email Server
Create Instance
Create Dropsite (if necessary)

Review general system navigation and site structure
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