Project Plan – Transition to Gifts Online

	 TASK
	Responsibility
	Deadline
	Completed
	Notes/Comments

	Miscellaneous Items 
	
	
	
	

	Review & sign ME contract
	
	
	
	 

	Establish a project team 
	
	
	
	

	Prepare system and install GIFTS Online
	
	
	
	

	Perform basic test of GIFTS Online
	
	
	
	

	Determine back up plan 
	
	
	
	

	Start to communicate with Grantees about new online system
	
	
	
	

	Phase I – Prep before Implementation/Set Up
	
	
	
	

	Review existing workflow & responsibilities 

· budgeting, pending, declined, approved grants; payments, application, review, requirements
	
	
	
	

	Document workflows and who is doing what
	
	
	
	

	Clean up items in GIFTS before migrate to new system;
· Code tables (delete and create new)
· Duplicate contacts and organizations

· Delete custom fields no longer being used

· Mark all closed grants

· Confirm all payments are marked paid

· Documents in GIFTS

· Templates
	
	
	
	

	Create workflow/process diagrams for each process
	
	
	
	

	Create process documentation (narrative)
	
	
	
	

	Review GIFTS fields and determine how many new fields (forms) will need to be added
	
	
	
	

	Document the fields that need to be added
	
	
	
	

	Discuss and finalize what data to migrate
	
	
	
	

	Review current ‘saved searches’ and views 
	
	
	
	

	Create mapping document for migration
	
	
	
	

	Create eligibility questions for applicants
	
	
	
	


	TASK
	Responsibility
	Deadline
	Completed
	Notes/Comments

	
	
	
	
	

	Phase I – Prep before Implementation/Set Up 
	
	
	
	

	
	
	
	
	

	Review applications 

· decide how many ME will need to create
· decide what attachments are needed vs. having fields created in system
· decide what needs to be changed
	
	
	
	

	Create working document defining questions and descriptors for each application
	
	
	
	

	Determine if accepting attachments
	
	
	
	

	Finalize attachments
	
	
	
	

	Develop eligibility questions/quiz
	
	
	
	

	Receive approval on application forms
	
	
	
	

	Review mid-term or final reports
	
	
	
	

	Create working document defining questions and descriptors for report
	
	
	
	

	Receive approval on report forms
	
	
	
	

	Give ME items to work on
	
	
	
	


	Task
	Responsibility
	Deadline
	Completed
	Notes/Comments

	
	
	
	
	

	Phase 2 – Set up/Implementation of GIFTS Online
	
	
	
	

	
	
	
	
	

	Initial Meeting with MicroEdge
	
	
	
	

	Migrate data from GIFTS to GIFTS Online
	
	
	
	

	Verify that migrated data is accurate
	
	
	
	

	Edi Foundation’s web site
	
	
	
	

	Set up dashboards and page parts for each user

· what does ME set up and what does Fdn set up
	
	
	
	

	Set up/edit admin. section in GIFTS Online
	
	
	
	

	Create online submissions instructions 
	
	
	
	

	Create instructions for Log In, My Application & My Requirements
	
	
	
	

	Create auto emails and links
	
	
	
	

	Create application forms
	
	
	
	

	Create report forms
	
	
	
	

	Approval of application & report forms 
	
	
	
	

	Test application & reporting process
	
	
	
	

	Test that automated email notifications work
	
	
	
	

	Identify & resolve issues from testing
	
	
	
	

	Test retrieval, linking and consider process
	
	
	
	

	Test reporting process, including publish
	
	
	
	

	Set up templates in Template Manager
	
	
	
	

	Set up budget and define budgeting process
	
	
	
	

	Create searches and views
	
	
	
	

	Decide what reports are needed for each process
	
	
	
	

	Define  and document new workflow/process for each program and verify each process works

· pending, decline, approval, payments, review, requirements, reports
	
	
	
	

	Go Live with new system
	
	
	
	

	Sign off with ME
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