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Deploying Affordable Learning Solutions On Your Campus
A Guidebook for Campus Leaders

I. Introduction

The objective of this document is to provide campus executives and heads of academic, library, and IT organizations with some useful concepts and tools for planning and monitoring the deployment of Affordable Learning Solutions (AL$) services on CSU campuses. 

From the executive point of view, organizing and conducting a AL$ deployment involves making organizational commitments and setting goals, as well as assigning or approving the roles of individuals, the allocation of resources, the decision making and review process. From the perspective of Academic Deans, CIOs, and Program Directors, an AL$ deployment involves translating high-level objectives into a project plan that identifies specific names, resources, due dates, success and progress metrics, etc. and lays out an effort that results in the installation and operation of one or more AL$ products and services. 

This Guidebook provides an overall framework and general-purpose templates and tools for organizing deployment activities. It combines common sense approaches to project planning and management, resources that are available to CSU campuses, and lessons learned from preliminary AL$ deployments. 
This is a living document.  Details will be added, coverage will be extended, and feedback from deployments will be incorporated as they are undertaken on individual campuses. The ultimate objective is to provide examples, templates, and best practices that can be adapted to serve the specific needs of individual campuses.

Please refer to the Affordable Learning Solutions website for up-to-date information about the DM/AL$ products and services currently being deployed on campuses in the CSU system. 

II. Framework for Organizing Deployment
Deployment is a process that moves a good idea to a robust, everyday practice.  Deployment links informal preliminary activities that result in initiating a deployment project with the sustained operation of those solutions after the deployment project closes.  The deployment process itself includes Initiation, Planning, Execution and Control, and Closing phases (see Figure 1).  The terms for phases are arbitrary, and they overlap to some extent.  The point is that systematic planning, development and testing begin with preparatory activities and conclude with transition activities that result in the solution being available for everyday use. 
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A variety of tools exist for making project planning easy and efficient.  The CSU Project Management Office has created a number of tools and templates and provides on its website a number of services and methodologies documents and presentations that are designed to help users successfully plan and deliver project results. 
Figure 2 on the next page is taken from an overview of Project Management Office - PMO processes. The figure summarizes the main elements of each phase of a project.
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III. Assigning Responsibility for Deployment Activities 

Individuals from CSU campuses, the Chancellor’s Office, and consultant and vendor organizations will take on various roles in deploying AL$ services.  These individuals will have to make decisions, conduct or support operations, issue external and internal communications, and provide various kinds of infrastructure resources.  Obviously, the tasks for which a given individual has responsibility can overlap these general categories, and his or her role can change throughout the course of deployment.  
There are almost certain to be inconsistencies in what people think their job is and how to do it, what others think the job is and how it will be done, and what people actually do in carrying out their jobs.  Uncertainty or confusion about the authority and responsibilities of individuals can lead to gaps in execution or lack of coordination in all phases of deployment.  Consequently, establishing and maintaining clarity about who is responsible for what at each phase is a critical success factor for conducting a deployment project and transitioning its results to everyday use.

An individual can be
· Responsible - The one who does the work.  Others can be delegated to assist in the work required.

· Accountable (also Approver or Authority) - The one who is ultimately accountable for the correct and thorough completion of the deliverable or task. (Only one individual can be accountable for each identifiable task or deliverable.)
· Consulted - One whose opinion is sought before tasks and deliverables are completed. (There is two-way communication with consulted individuals.) 

· Informed - One who is notified of the completion of a task or deliverable. (There is one-way communication with informed individuals.

Some hypothetical activities for these roles in an AL$ deployment project on a CSU campus are illustrated in Figure 3.
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With the proviso that the buck always stops with the head of an organization, project roles do not necessarily reflect organizational structure.  For example, in a campus-wide project, the President and/or Provost might be Accountable for various activities; whereas, in a departmental project, the Department Head might be Accountable, a project manager Responsible, an advisor Consulted, and upper level mangers Informed.  A similar mixing of levels applies to the phases of a project.  An executive might be Accountable for deciding whether to Initiate or Close a deployment project, while a Department Head is Accountable for Planning, and a project manager is Responsible for Execution, and Control of the project. 

Closing a deployment project and handing off its results to sustained operation is particularly vulnerable to errors and omissions in role assignment because the authority and responsibilities of both individual participants and organizations are likely to change with this transition.  In the case of AL$ deployment, for example, roles that initially are assumed by Chancellor’s Office and third party participants during deployment will be assumed by campus personnel.
A common technique for making project roles and responsibilities specific is to chart the individuals filling the four key roles (see above) for each task at each stage or phase in a project.  Explicit role charting is especially useful for clarifying relationships in cross-functional or inter-departmental projects because it surfaces latent organizational issues and facilitates the resolution of inconsistencies in conception, expectation, and behavior. 

IV. Project Planning

Summary lists of reasons for project success and failure that are taken from the CSU Project Management Office’s “Project Management Basics” presentation appear below. 
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Limiting the surprises and accidents that lead to project inefficiency or failure is planning.  Creating and maintaining a project plan makes explicit the decision, coordination, and delivery responsibilities of participants and organizations.  Using plans makes the behavioral interactions and information dependencies among participants in a project visible to everyone and specific to individuals.  The planning process also creates a reference document for sharing knowledge and developing organizational practice among participants both during the project and afterward.

From an executive point of view, the existence of a project plan and the information (or lack of information) in it indicates that the various participants and organizations are ready to start or continue a deployment project.  A plan also provides executives with a project structure and framework of milestones for monitoring the progress of an on-going deployment. 

From a project managers’ point of view, a plan lists the individuals and resources that the project requires, provides a schedule of due dates and milestones for managing activities, and identifies dependencies among actions and deliverables that are required in order to deploy the solution. 
The CSU Project Management Office provides a wealth of useful resources for planning and managing projects.  In addition, PMO staff members are available to work with project managers to conduct projects.  This collaborative process is depicted in the following figure taken from the PMO presentation on “Project Management Basics”.
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V. Template for Deployment Planning

The documents and PowerPoint presentations listed on the CSU PMO website introduce the services that the office provides and provides guidelines, forms, templates, and checklists that can be used for detailed planning and management of deployment projects.  A top-level template for integrating project phases and role assignments with project planning appears below.  This template is based on the discussion of phases and roles in this document and on PMO materials.  It also incorporates information that was distilled from interviews with participants in pilot AL$ efforts and from discussions with Affordable Learning Solutions’s project team members and vendors.  The template is available from the AL$ web site.  Initial templates for each exemplar campus are provided on the AL$ web site.
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VI. Are We Ready for AL$ Deployment?

The template above is an editable spreadsheet.  The first step in developing a plan for AL$ deployment is for those leading the deployment effort to start replacing placeholder entries in this template or the items in the checklists from PMO documents with the details of individual tasks and the specific assignments of people.  These details are developed in interactions among the campus, CO, and vendor participants in the deployment.  A downloadable version of the template and examples of its use on two CSU campuses are available on the AL$ Website.

When organization is ready to start a deployment project, the participants will have ready the answers to such questions as “What we going to do?” “Who is going to do what?” and “How are we going to tell other people what we’ve done?” The point of asking such questions is not to review the specific details of the answers, but to find out whether there are answers.  Answering the questions (and providing evidence that there are details exist to support them) is easy for project managers who have in hand the kind of information about planning and communication that they need for conducting a deployment project.
The questions themselves provide leaders with a strategic framework for assessing readiness and monitoring progress.  This framework can be used as a checklist at decision points in the course of a project.  A project plan and a communications plan are particularly critical to the success of a deployment project.  Example checklists for these two areas are provided below.

A. Is There a Project Plan?

Readiness Checklist #1: Project Plan
	Strategic Questions
	Information for Answering

	✓ Why are we doing this?
	Improve the cost, availability, or effectiveness of information 

Coordinate internal and external information flow 

Reduce the workload of users

Better allocate when, where and why campus resources are expended

Respond more quickly and effectively to inquiries and opportunities 

Create timely, accurate, and reliable reports

Persuade someone to change a behavior

	✓ What is our goal?
	Who is the user?

What will the user be able to do when?

How do we know the user wants to do that?

What are the specific project objectives?

	✓ Who will do what?
	Project Leader

Campus leadership and staff 

CO project participants

Product or service providers

User Representatives

	✓ What is the situation?
	Internal Background and Organizational Context 

External Environment and Audience Expectations

Organizational Goals and Project Objectives

Budget and Resources 

Risks

	✓ How will we communicate?
	Key Messages

Communication Strategies 

Tactical Activities 

Schedule Constraints

Feedback System

	✓ What is our schedule?
	Start/End dates 

Timeline

Deadlines

Milestones


B. Is There a Communication Plan?

Readiness Checklist #2: Communication Plan
	Strategic Questions
	Information for Answering

	✓ Why Are We Communicating?
	Enable a new behavior

Change an existing behavior

Prevent or stop a behavior

	✓ How Will We Influence Behavior?
	Direct contact with individuals or groups

Indirect contacts through assistants

Counteract or convince opponents

	✓ How Will We Influence Our Audiences?
	Incentives: money, time, power, convenience

Social pressure: friends, authorities, superiors

Media: sources, medium

	✓ What’s The Problem?
✓ What’s Our Solution?
✓ What’s the Desired Outcome?
	Needs: audience, ours

Hot buttons, shibboleths

Objective

	✓ What is Our Communication Plan?
	Channel: websites, documents, meetings, blogs

Collateral: electronic, paper, multimedia;

Resources: budget, roles, responsibilities

	✓ How Will We Measure Success?


	Milestones and Events

Numbers: benchmarks, targets

Behaviors: change, improvement


VII. Last Words

Coordinating the cross-departmental plans and the many parts of an organization that are involved in an Affordable Learning $olutions involves many people and many tedious details, any one of which may determine the success of an AL$ deployment. 

Managing the number of relationships and controlling complex operational dependencies at first may appear daunting, but the tools and techniques that are described are proven.  Using them persistently will help campus leaders establish a strategic perspective and maintain the administrative control that is required to turn a large group of participants into a team and transform a mountain of tasks into an organized and efficient project.  The result will be a successful AL$ deployment.

Figure 1.  Deployment Phases Link Preliminary Activity with Sustained Operation
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Template For Planning

		Checklist Items  →		What		How		Who		When		I/O Interactions		Resources		Risks		Issues/Assumptions/Comments

				Task/Deliverable		Activities/Events		Roles		Due Dates		Dependencies

		Deployment Phase ↓

				Pre-deployment activity

						Campus and CO individuals participate in ad hoc brainstorming, demonstration, and exploratory activities that lead them to recommend deployment of an AL$

		1.0		INITIATION PHASE

				Entry Milestone		Individuals (executives and leaders) who will be accountable for deployment agree to start the Initiation Phase and accept or are assigned responsible roles				(Campus and Plan dependent)

		1.1-n		Determine objectives and business need; identify deliverables, constraints, and assumptions: assess cross-functional impacts and resource requirements		(Actions and decisions by the deployment team complete deliverables and conduct events for Preparation Phase)		Campus, CO, and 3rd Parties assume roles as responsible, accountable, consulted, or informed participants		Start Date, End Date, Progress Milestones (Campus and Plan dependent)		Links across task, departmental, and organizational boundaries that require coordination (Solution and Plan dependent)		Staff time, equipment, and other resources from CO-ATS (DM, AL$, PMO, MERLOT, etc.)
Campus (Library,IT, Acad Dept, Admin) and
3rd Parties (Auxiliary, vendor)		Technical, organizational, or political unknowns or uncertainties regarding the solution, resource commitments, or elements of the plan.		(Campus and Plan dependent)

				Exit Milestone		Preparatory Activities are complete and successful; Executives and Leaders agree to end the Preparation Phase				(Campus and Plan dependent)

		2.0		PLANNING, EXECUTION, & CONTROL PHASES

				Entry Milestone		Individuals (executives and leaders) who will be accountable for deployment agree to start the Planning Phase and accept or are assigned responsible roles for Planning, Execution, and Control Tasks				(Campus and Plan dependent)

		2.1-n		Individual tasks and deliverablesrequired to complete the deployment project		(Actions and decisions by deployment team to complete deliverables and produce events for the deployment project)		Campus, CO, and 3rd Parties assume roles as responsible, accountable, consulted, or informed participants		Start Date, End Date, Progress Milestones (Campus and Plan dependent)		Links across task, departmental, and organizational boundaries that require coordination (Solution and Plan dependent)		Staff time, equipment, and other resources from CO-ATS (DM, AL$, PMO, MERLOT, etc.)
Campus (Library,IT, Acad Dept, Admin) and
3rd Parties (Auxiliary, vendor)		Technical, organizational, or political unknowns or uncertainties regarding the solution, resource commitments, or elements of the plan.		(Campus and Plan dependent)

				Exit Milestone		Responsible Individuals  Executives and Leaders agree that all activities are complete and successful and that the project is ready to Close)				(Campus and Plan dependent)

		3.0		Closing

				Entry Milestone		Individuals (executives and leaders) who will be accountable for deployment agree to start the Piloting Phase and accept or are assigned responsible roles				(Campus and Plan dependent)

		3.1-n		Formally accept and release project deliverables, Complete and distribute ocumentation, transition plan, and final project report; compile lessons learned.		(Actions and decisions by deployment team to complete deliverables and produce events for Closing Phase)		Campus, CO, and 3rd Parties assume roles as responsible, accountable, consulted, or informed participants		Start Date, End Date, Progress Milestones (Campus and Plan dependent)		Links across task, departmental, and organizational boundaries that require coordination (Solution and Plan dependent)		Staff time, equipment, and other resources from CO-ATS (DM, AL$, PMO, MERLOT, etc.)
Campus (Library,IT, Acad Dept, Admin) and
3rd Parties (Auxiliary, vendor)		Technical, organizational, or political unknowns or uncertainties regarding the solution, resource commitments, or elements of the plan.

				Exit Milestone		All Activities are complete and successful; Executives and Leaders agree to Close the deployment propject				(Campus and Plan dependent)

				SUSTAINED OPERATION

				Entry Milestone		Individuals (executives and leaders) who will be accountable for continuing operation accept or are assigned responsible roles for tasks and deliverables to enable continuing operation, maintenance and evaluation of performance and impact.		Campus personnel assume roles as responsible, accountable, consulted, or informed participants





Conceptual Deployment Plan

		Checklist Items  →		What		How		Who		When		I/O Interactions		Resources		Risks		Issues/Assumptions/Comments

				Task/Deliverable		Activities/Events		Roles		Due Date		Dependencies

		Deployment Phase ↓		(Pre-deployment activity)		Ad hoc Campus and CO Team recommends deployment based on a variety of Brainstorming, Demonstration, and Exploratory Activities

		1.0		PREPARATION PHASE

				Entry Milestone		Accountable Individuals approve start of Preparation Phase and assign indiviudals to Responsible roles

		1.1		MULTI-Campus & Inter-program Team Collaboration		Establish communities of interest for the primary products/services being deployed. Join existing communities of enabling programs such as Idm, MoodleSAAS, etc. See detailed checklist.		CO
Campus
3rd Party
(see RACI Chart)		(Campus and Plan dependent)		Moderators/Champions for each community. Incentives. Communication expectations. Common tools. Access. Inventory of existing communities and CO/Campus projects exists.		CO-ATS (DM, ALS, MERLOT)
Campus (Library,IT, Acad Dept, Admin)
3rd Party (Auxiliary, vendor)
(see Resource Chart)

		1.2		Deployment Program Management		Establish deployment portfolio management where inventory of all deployment activities across campuses are tracked. Identify and associate all key programs and contacts needed. Levearge Collaboration tools.  Deployment Planning for current and future stag		CO
Campus
3rd Party
(see RACI Chart)		(Campus and Plan dependent)		Collaboration communities. Existing portfolio of CO/Campus projects.  Leverage CO and Campus project management offices.		CO-ATS (DM, ALS, MERLOT)
Campus (Library,IT, Acad Dept, Admin)
3rd Party (Auxiliary, vendor)
(see Resource Chart)				Assumption that all campuses will have differing deployment schedules due to resource availlability, competing projects, and operational maturity levels.

		1.3		Licensed Content Deployment		Implement & demonstrate working baseline distribution model and repository solution. Capacity Plan. Deployment & Performance Requirements,  Network & caching design. DRM & License Management Rqmts. Content recovery plan/design. See detailed checklist.		CO
Campus
3rd Party
(see RACI Chart)		(Campus and Plan dependent)		licensed content contract and content selection in place		CO-ATS (DM, ALS, MERLOT)
Campus (Library,IT, Acad Dept, Admin)
3rd Party (Auxiliary, vendor)
(see Resource Chart)				Respository approach should factor in current and planned LMS implementation across all campuses. See ProductUse Tab. Similar mapping and activities needed for open content and contribuited (IP) content.

		1.4		Content Creation - Intellectual Property and Royalty services		Assess and select incentive system(s) for faculty and students to create and contribute content. Define IP and Royalty model, policy. Implement proof of concept.  See detailed checklist.		CO
Campus
3rd Party
(see RACI Chart)		(Campus and Plan dependent)		CSU relations with 3rd party royalty tracking services		CO-ATS (DM, ALS, MERLOT)
Campus (Library,IT, Acad Dept, Admin)
3rd Party (Auxiliary, vendor)
(see Resource Chart)

		1.5		Authoring Tools Deployment Preparation - SoftChalk		Implement & demonstrate CO & Campus baseline Softchalk sofware distribution model and repository solution. Capacity Plan. Deployment, Performance, Authentication/ Authorization requirements, Network & caching design, DRM & License Mgmt Rqmts. See detailed		CO
Campus
3rd Party
(see RACI Chart)		(Campus and Plan dependent)		Licensed software contract in place		CO-ATS (DM, ALS, MERLOT)
Campus (Library,IT, Acad Dept, Admin)
3rd Party (Auxiliary, vendor)
(see Resource Chart)				Are there any existing projects looking to offer thin client access to a shared SoftChalk compute center or perhaps SoftChalk with a SAAS offering?

		1.6		Search Tools Deployment Preparation - GIN for Inter-Library loan program (other use cases?)		Implement & demonstrate CO & Campus baseline GIN sofware distribution model and repository solution. Capacity Plan. Deployment, Performance, Authentication/ Authorization requirements, Network & caching design, DRM & License Mgmt Rqmts. See detailed check		CO
Campus
3rd Party
(see RACI Chart)		(Campus and Plan dependent)		campus specific eCommerce engines		CO-ATS (DM, ALS, MERLOT)
Campus (Library,IT, Acad Dept, Admin)
3rd Party (Auxiliary, vendor)
(see Resource Chart)				Not sure if GIN has specific role in tracking consumption and managing licensed content/journals that it locates.

		1.7		Search Tools Deployment Preparation - DM		Implement & demonstrate CO & Campus baseline DM prototype. Capacity Plan. Deployment, Performance, Authentication/ Authorization requirements, Network & caching design. See detailed checklist.		CO
Campus
3rd Party
(see RACI Chart)		(Campus and Plan dependent)		overarching content management strategies & practices. Campus and 3rd party portal and search services. IP and privacy practices.		CO-ATS (DM, ALS, MERLOT)
Campus (Library,IT, Acad Dept, Admin)
3rd Party (Auxiliary, vendor)
(see Resource Chart)

		1.8		Faculty & Student Body Communication Platforms - Portals and Messaging for mass communication		Inventory of primary web sites for student and faculty messaging. Implement baseline model for syndicated content distribution. See detailed checklist.		CO
Campus
3rd Party
(see RACI Chart)		(Campus and Plan dependent)		identity and personalization strategy and practices. Operational maturity level of campus or 3rd party portal and messaging systems.		CO-ATS (DM, ALS, MERLOT)
Campus (Library,IT, Acad Dept, Admin)
3rd Party (Auxiliary, vendor)
(see Resource Chart)				Student Services at each campus should be included

				Exit Milestone		Preparatory Activities Complete and successful; Responsible Individuals recommend start of Pilot Phase

		2.0		PILOT PHASE

				Entry Milestone		Accountable Indiviuduals approve start of Pilot Phase

		2.1		Multi-Campus & Inter-program Team Collaboration		Foster communities and incent were needed to insure valuable content is being regularly shared. Forums within each community should address deployment project status, issue management, innovation ideas, etc		CO
Campus
3rd Party
(see RACI Chart)		(Campus and Plan dependent)				CO-ATS (DM, ALS, MERLOT)
Campus (Library,IT, Acad Dept, Admin)
3rd Party (Auxiliary, vendor)
(see Resource Chart)

		2.2		Deployment Program Management		Provide overarching coordination and tracking mechanism for portfolio of deployment activities across all campuses and all deployment activities. Develop Key Performance Indicators for each campus deployment. Deployment Planning for current and future sta		CO
Campus
3rd Party
(see RACI Chart)		(Campus and Plan dependent)				CO-ATS (DM, ALS, MERLOT)
Campus (Library,IT, Acad Dept, Admin)
3rd Party (Auxiliary, vendor)
(see Resource Chart)

		2.3		Licensed Content Deployment		Assess system and develop tests to validate overarching requirements for functionality, scalability, performance, and security are met. Load and failure mode testing with expanded campus pilot teams.		CO
Campus
3rd Party
(see RACI Chart)		(Campus and Plan dependent)				CO-ATS (DM, ALS, MERLOT)
Campus (Library,IT, Acad Dept, Admin)
3rd Party (Auxiliary, vendor)
(see Resource Chart)

		2.4		Content Creation - Intellectual Property and Royalty services		Implement requisiite pilots to demonstrate how IP/ Royalty model will work with selected tools and content. CSUSB may be interested in leadership role here.		CO
Campus
3rd Party
(see RACI Chart)		(Campus and Plan dependent)				CO-ATS (DM, ALS, MERLOT)
Campus (Library,IT, Acad Dept, Admin)
3rd Party (Auxiliary, vendor)
(see Resource Chart)

		2.5		Authoring Tools Deployment Preparation - SoftChalk		Assess system and develop tests to validate overarching requirements for functionality, scalability, performance, and security are met. Load and failure mode testing with expanded campus pilot teams.		CO
Campus
3rd Party
(see RACI Chart)		(Campus and Plan dependent)				CO-ATS (DM, ALS, MERLOT)
Campus (Library,IT, Acad Dept, Admin)
3rd Party (Auxiliary, vendor)
(see Resource Chart)

		2.6		Search Tools Deployment Preparation - GIN for Inter-Library loan program (other use cases?)		Assess system and develop tests to validate overarching requirements for functionality, scalability, performance, and security are met. Load and failure mode testing with expanded campus pilot teams.		CO
Campus
3rd Party
(see RACI Chart)		(Campus and Plan dependent)				CO-ATS (DM, ALS, MERLOT)
Campus (Library,IT, Acad Dept, Admin)
3rd Party (Auxiliary, vendor)
(see Resource Chart)

		2.7		Search Tools Deployment Preparation - DM		Assess system and develop tests to validate overarching requirements for functionality, scalability, performance, and security are met. Load and failure mode testing with expanded campus pilot teams.		CO
Campus
3rd Party
(see RACI Chart)		(Campus and Plan dependent)				CO-ATS (DM, ALS, MERLOT)
Campus (Library,IT, Acad Dept, Admin)
3rd Party (Auxiliary, vendor)
(see Resource Chart)

		2.8		Faculty & Student Body Communication Platforms - Portals and Messaging for mass communication		Implement content distribution pilot for consistent messaging and content access across all major student and faculty portals. Rationalize and reduce overlap if possible.		CO
Campus
3rd Party
(see RACI Chart)		(Campus and Plan dependent)				CO-ATS (DM, ALS, MERLOT)
Campus (Library,IT, Acad Dept, Admin)
3rd Party (Auxiliary, vendor)
(see Resource Chart)

				Exit Milestone		Pilot Activities complete and successful; Responsible Individuals recommend start of Production Phase

		3.0		PRODUCTION PHASE

				Entry Milestone		Accountable Individuals approve start of Production Phase

		3.1		Multi-Campus & Inter-program Team Collaboration		Detail activities to be planned in prior stages				(Campus and Plan dependent)				CO-ATS (DM, ALS, MERLOT)
Campus (Library,IT, Acad Dept, Admin)
3rd Party (Auxiliary, vendor)
(see Resource Chart)

		3.2		Deployment Program Management		Detail activities to be planned in prior stages				(Campus and Plan dependent)				CO-ATS (DM, ALS, MERLOT)
Campus (Library,IT, Acad Dept, Admin)
3rd Party (Auxiliary, vendor)
(see Resource Chart)

		3.3		Licensed Content Deployment		Detail activities to be planned in prior stages				(Campus and Plan dependent)				CO-ATS (DM, ALS, MERLOT)
Campus (Library,IT, Acad Dept, Admin)
3rd Party (Auxiliary, vendor)
(see Resource Chart)

		3.4		Content Creation - Intellectual Property and Royalty services		Detail activities to be planned in prior stages				(Campus and Plan dependent)				CO-ATS (DM, ALS, MERLOT)
Campus (Library,IT, Acad Dept, Admin)
3rd Party (Auxiliary, vendor)
(see Resource Chart)

		3.5		Authoring Tools Deployment Preparation - SoftChalk		Detail activities to be planned in prior stages				(Campus and Plan dependent)				CO-ATS (DM, ALS, MERLOT)
Campus (Library,IT, Acad Dept, Admin)
3rd Party (Auxiliary, vendor)
(see Resource Chart)

		3.6		Search Tools Deployment Preparation - GIN for Inter-Library loan program (other use cases?)		Detail activities to be planned in prior stages				(Campus and Plan dependent)				CO-ATS (DM, ALS, MERLOT)
Campus (Library,IT, Acad Dept, Admin)
3rd Party (Auxiliary, vendor)
(see Resource Chart)

		3.7		Search Tools Deployment Preparation - DM		Detail activities to be planned in prior stages				(Campus and Plan dependent)				CO-ATS (DM, ALS, MERLOT)
Campus (Library,IT, Acad Dept, Admin)
3rd Party (Auxiliary, vendor)
(see Resource Chart)

		3.8		Faculty & Student Body Communication Platforms - Portals and Messaging for mass communication		Detail activities to be planned in prior stages				(Campus and Plan dependent)				CO-ATS (DM, ALS, MERLOT)
Campus (Library,IT, Acad Dept, Admin)
3rd Party (Auxiliary, vendor)
(see Resource Chart)

				Exit Milestone		Accountable Individuals terminate activity or approve sustained operation and assign responsible roles to individuals

				SUSTAINED OPERATION

				(Post-deployment activity)



&CGet-It @ Cal State
SDSU launch plan



Conceptual RACI Chart

				RESPONSIBILITY MATRIX				THIS ASSIGNMENT OF ROLES IS CONCEPTUAL ONLY.

								THE RACI CHART IS REFINED FOR EACH ACTIVITY AND DELIVERABLE, AND IS TUNED TO EACH CAMPUS.

		Checklist Items  →		Action or Event		What		Campus		Campus		Campus		Campus		CO		CO		CO		CO		3rd Party		3rd Party		Comments

				Deliverables		Action Item		Sponsor/Owner		Advisory Groups		Working Groups		Facilty/Students		Sponsor/Owner		Advisory Groups		Working Groups		System Councils		Sponsor/Owner		Working Groups		Comments

		Deployment Phase ↓

		1.0		PREPARATION PHASE

		1.1		Inter-Campus & Inter-program Team Collaboration		Establish communities of interest for the primary products/services being deployed. Join existing communities of enabling programs such as Idm, MoodleSAAS, etc		A		C		R		I		A		C		R		I		A		R

		1.2		Deployment Program Management		Establish deployment portfolio management where inventory of all deployment activities across campuses are tracked. Identify and associate all key programs and contacts needed. Levearge Collaboration tools.

		1.3		Licensed Content Deployment		Implement & demonstrate working baseline distribution model and repository solution. Capacity Plan. Deployment & Performance Requirements,  Network & caching design. DRM & License Management Rqmts. Content recovery plan/design.

		1.4		Content Creation - Intellectual Property and Royalty services		Assess and select incentive system(s) for faculty and students to create and contribute content. Define IP and Royalty model, policy. Implement proof of concept

		1.5		Authoring Tools Deployment Preparation - SoftChalk		Implement & demonstrate CO & Campus baseline Softchalk sofware distribution model and repository solution. Capacity Plan. Deployment requirements, Network & caching design, DRM & License Mgmt Rqmts,

		1.5		Search Tools Deployment Preparation - GIN for Inter-Library loan program (other use cases?)		Implement & demonstrate CO & Campus baseline GIN sofware distribution model and repository solution. Capacity Plan. Deployment & Performance requirements, Network & caching design, DRM & License Mgmt Rqmts,

		1.6		Search Tools Deployment Preparation - DM		Implement & demonstrate CO & Campus baseline DM prototype. Capacity Plan. Deployment & Performance requirements, Network & caching design.

		1.7		Faculty & Student Body Communication Platforms - Portals and Messaging for mass communication		Inventory of primary web sites for student and faculty messaging. Implement baseline model for syndicated content distribution

		1.8

		2.0

				PILOT PHASE

		2.1

		2.2

		2.3

				DELIVERY STAGE

		2.4

		2.5

				SUSTAIN STAGE

		2.6		Operation TurnOver

		2.7

		2.8

		3.0

		3.1

		3.2

		3.3

		3.4

		3.5

		3.6



&CGet-It @ Cal State
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Initial Checklists (DH)

		Checklist Items  →		What		How		Who		When		I/O Interactions		Resources		Risks		Issues/Assumptions/Comments

				Deliverable		Action Item		Owner		Due Date		Dependencies

		Deployment Phase ↓		(Pre-deployment activity)		Ad hoc Campus and CO Team recommends deployment based on a variety of Brainstorming, Demonstration, and Exploratory Activities				completed

		1.0		PREPARATION PHASE

				Entry Milestone		Accountable Individuals approve start of Preparation Phase and assign indiviudals to Responsible roles				completed

		1.1		Deployment Planning

				Create steering committee to get buy-in and determine requirements to deploy ALS technology services		identify initial services, campaigns, policies, procedures, stakeholders. Stakeholders include  board/president, provost, academic senate, bookstore, deans council, IT, Tech Adv committee, faculty,  Assoc. Students Inc.		Steering Committee (Provost, CIO, Library Dean/staff, 6 faculty, Chancellor's office)		completed		funding availability; integration with current infrastructure

		1.2		Pre-launch Activities

				Intro meeting with president, board, provost		develop powerpoint presentation to include value prop, deployment roadmap		Gerry Hanley		completed 1/10		provost on steering committee so no formal presentation required

				Intro meetings with academic senate, deans council, TAC (tech adv comm)		develop powerpoint presentation		Gerry Hanley, Stephanie and Naomi		initial meeting completed 12/10 by Gerry; monthly updates provided by Stephanie and Naomi		required buy-in from all stakeholders

				Intro meeting with bookstore (Follett)		Present licensed content model and requirements		Sandy E.		completed in May; on-going discussions		Per Sandy E. Follett on board with licensed content; still political sensitivity since have "rent-a-text"; current campus e-book option is café scribe, direction of licensed content reader is coursesmart

				Intro meeting with VP of Student Services, Assoc. Students Inc. for student outreach program		Present ALS value prop from student perspective. Follow-up presentation to students.		need to check with Stephanie		completed		Who owns on-going communication to students? surveys for success measurement.

				Exit Milestone		Preparatory Activities Complete and successful; Responsible Individuals recommend start of Pilot Phase				completed

		2.0		PILOT PHASE

				Entry Milestone		Accountable Indiviuduals approve start of Pilot Phase				completed

		2.1		Faculty Adoption Campaign

						content/messaging; phase 2 launch of site. Currently available from library site, migration plans involving bookstore		content for site - Stephanie, Naomi, Doug, update site - Stuart (library Webmaster)		prototype completed (library.csudh.edu/als), phase 2 - mid Sept		testimonials and best practiced need to be provided; identify incentives to drive faculty sharing of best practices; awareness strategy to promote

						write letter with value prop		Stephanie, Naomi		completed		president/provost buy-in

						develop presentation, create schedule and flyers; promote		Stephanie, Naomi, Doug		completed in April		faculty evangelists/ambassadors identified on campus; awareness strategy to promote

						develop training content, create schedule and flyers; promote		Stephanie, Naomi, Doug		completed in May		Trainers identified with instructional design experience; awareness strategy to promote

				On going awareness activities		provide weekly "ALS lunch and learns" in library Network Cafe		Stephanie, Naomi		to be scheduled weekely		speaker assignment; awareness strategy to promote

				Exit Milestone		Pilot Activities complete and successful; Responsible Individuals recommend start of Production Phase				(Campus and Plan dependent)

		3.0		PRODUCTION PHASE

				Entry Milestone		Accountable Individuals approve start of Production Phase				(Campus and Plan dependent)

		3.1		Licensed content available to faculty and students						August		faculty training completed, adoption ; support services available

		3.2		OER available to users						August		faculty training completed, adoption ; support services available

		3.3		Faculty and student satisfaction surveys		write survey, determine survey vehicle, aggregate results		Sandra P.		end of Aug		deployment phase of system

		3.4		Reporting/Outcomes		Identify measure of success		Steering committee		end of Aug		deployment phase of system; how will it be tracked

				Exit Milestone		Accountable Individuals terminate activity or approve sustained operation and assign responsible roles to individuals				(Campus and Plan dependent)

				SUSTAINED OPERATION

				(Post-deployment activity)





Initial Checklists (SDSU)

		Checklist Items  →		What		How		Who		When		I/O Interactions		Resources		Risks		Issues/Assumptions/Comments

				Deliverable		Action Item		Owner		Due Date		Dependencies

		Deployment Phase ↓		(Pre-deployment activity)		Ad hoc Campus and CO Team recommends deployment based on a variety of Brainstorming, Demonstration, and Exploratory Activities				completed

		1.0		PREPARATION PHASE

				Entry Milestone		Accountable Individuals approve start of Preparation Phase and assign indiviudals to Responsible roles				completed

				Pre Announcement

		1.1		Update Library Web site and Facebook Fan Page		develop messaging and value proposition		Jon - messaging Kevin - site update		mid Aug		successful testing of production system (beginning of Aug)

		1.2		Get It @ CalState available to users				Jon - procedures for use, Todd - system functionality				testing completed; support services available

				Exit Milestone		Preparatory Activities Complete and successful; Responsible Individuals recommend start of Pilot Phase				completed

		2.0		PILOT PHASE

				Entry Milestone		Accountable Indiviuduals approve start of Pilot Phase				completed

				Formal Announcement:		Target audience: Health & Human Services, Sciences and Sch of Eng		Jon				Approval for formal announcement by Dean of Library

				Faculty

		2.1		- online campus newsletter, eblast to faculty via library relations		requires duo message - benefits for faculty and students		Jon - messaging Todd - newsletter librarians - eblast		2nd week Sept		successful testing of production system (beginning of Aug)

				Students

		2,2		- eblast(general/custom) to Aztec student database, Aztec Web site, class-room handouts, targeted email through enrollment services		develop content/messaging, banner ad, handouts		Jon - messaging Todd - eblast, Web site, banner ad, handouts		2nd week Sept; resend mid semester		successful testing of production system completed (beginning of Aug); Jon to investigate feasibility of using enrollment services

				Academic Departments

		2,3		- Formal presentation to Academic Deans Council		develop powerpoint presentation		Jon		Sept/Oct		successful testing of production system (beginning of Aug)

				Exit Milestone		Pilot Activities complete and successful; Responsible Individuals recommend start of Production Phase				(Campus and Plan dependent)

		3.0		PRODUCTION PHASE

				Entry Milestone		Accountable Individuals approve start of Production Phase				(Campus and Plan dependent)

		3.1		Get It @ CalState available to users				Jon - procedures for use, Todd - system functionality				testing completed; support services available

		3.2		Student Satisfaction Survey - ease of ordering, price points, value of content		write survey, aggregate results; determine if going to use survey monkey or create custom survey		Jon and library staff		end of Aug; send two weeks after journal download		deployment phase of system; need to capture email address or reg id; can this be automated?

		3.3		Reporting/Outcomes		Identify measure of success; track click thru and download stats		Jon and library staff; Alison to email Marvin re: Fullerton results		end of Aug		deployment phase of system; how define success measurement beyond overrides on cards; how track who uses service

				Exit Milestone		Accountable Individuals terminate activity or approve sustained operation and assign responsible roles to individuals				(Campus and Plan dependent)

				SUSTAINED OPERATION

				(Post-deployment activity)





Initial Checklists (SB)

		Checklist Items  →		What		How		Who		When		I/O Interactions		Resources		Risks		Issues/Assumptions/Comments

				Task/Deliverable		Activities/Events		Roles		Due Date		Dependencies

		Deployment Phase ↓		(Pre-deployment activity)		Ad hoc Campus and CO Team recommends deployment based on a variety of Brainstorming, Demonstrations, Surveys and Experimants		Library Head, Online and Distributed Learning Director, DM Team				Solution availability, campus and CO readiness

		1.0		PREPARATION PHASE

				Entry Milestone		Accountable Individuals approve start of Preparation Phase and assign indiviudals to Responsible roles				(Campus and Plan dependent)

		1.1		Advisory Committee and Deployment Team		Identify and recruit individuals from Library, Faculty, Student, IT, Admin, CO, and 3rd party organizations		Cesar Caballero, Jim Monaghan, Spencer Freund

		1.2		Project Staff		Designate and assign responsible librarians, instructional designers,and IT support staff		Cesar Caballero, Jim Monaghan, Spencer Freund

		1.3		Cohort of Campus Adopters for Pilot		Conduct surveys or interviews to identify willing participants in deployment		Cesar Caballero, Jim Monaghan, Spencer Freund

		1.4		Success Factors and Performance Metrics		Identify benchmark and improvement targets for cost, convenience, quality, workload, and system performance		Advisory Committee, Campus Administration

						Continued research on students’ needs and preferences for use and acquisition of ebooks and open educational resources		Jim Monaghan

		1.5		Enterprise Software Licenses		Negotiate terms for enterprise license and develop license distribution plan		Gerry Hanley

		1.6		Content Licenses		Develop materials lists for courses and supplier agreements for licensed content		Fauclty members, Publishers, Steve Paxhi, Jim Nye

		1.7		Content Delivery Solution		Implement and test delivery mechanism for CSU content, licensed content, and OER content		Bookstore, Content suppliers, MERLOT staff, Softchalk vendor

		1.8		Content Repository		Install and test CourseWorks for SB		Marvin Pollard, Cesar Caballero

		1.9		Leverage existing training and support resources		Identify and develop liaison with training programs and user groups for relevant systems and services on campus and in CSU system		CO-ATS, Campus Heads and program directors

		1.10		Updates for ALS website		Create revised and augmented website content and design upgrades to functionality to support deployment		CO Staff

		1.11		Communication Plan		Develop sequence of announcements, newsletters, and other awareness building and information dissemination activities and events		Deployment Team and DM Team

						Support a CSUSB convened symposium for the “Library of the Future” where CSU, CCC, UC as well as other institutions will be invited to present, discuss, and capture the transformation of libraries to provide, among other services, Affordable Learning Solu		Cesar Caballero

				Exit Milestone		Preparatory Activities Complete and successful; Responsible Individuals recommend start of Pilot Phase				(Campus and Plan dependent)

		2.0		PILOT PHASE

				Entry Milestone		Accountable Indiviuduals approve start of Pilot Phase				(Campus and Plan dependent)

		2.1		Distribute licenses for software		Provide Softchalk licenses to faculty participants in pilot; provide licenses or rights to use (if any) for CourseWorks, Bookstore, and eReader components

		2.2		Distribute licenses for content		Make content licenses available to bookstore for distribution to students registered in designated courses

		2.3		System Integration (1)

						Install and test Softchalk authoring tools and Softchalk Connect

						install and test CourseWorks repository

		2.4		System Integration (2)		Investigate and develop new business practice with CSUSB’s bookstore vendor, Follett, to provide students lower-cost publisher content, work with faculty and students on a new licensing model for ebooks

				Functional Test		Retrieve content items from all publisher, OER, and author sources and display and/or store in appropriate LMS, CourseWorks or other systems

		2.5		Update ALS website		Install new content and functionality for ALS website

						Librarians expanding their reference services to include the support for faculty selecting no-cost course content from the CSU’s electronic core collection and other open digital libraries, including MERLOT

		2.6		Training

						Implement a faculty development program for using SoftChalk, an OER authoring tool that produces accessible online learning resources, to develop online curriculum for English 111,  a multi-section course

						Implement training and help support for student acquisition and use of licensed content

						Train staff assigned to provide system admin and user support

		2.7		User Support Test		Exercise user support with test requests, problems, etc.

						Support Music Dept Chair, Todd Johnson, organizing OER for courses within his department  for use by CSUSB faculty

				Pre-launch communications

						Release announcements and conduct awareness activities per communicatons plan

						Benchmark surveys

				Exit Milestone		Pilot Activities complete and successful; Responsible Individuals recommend start of Production Phase				(Campus and Plan dependent)

		3.0		PRODUCTION PHASE

				Entry Milestone		Accountable Individuals approve start of Production Phase				(Campus and Plan dependent)

		3.1		ALS Solutions available		Allow faculty, students, and librarians access to solutions

		3.2		Launch Communications

						Release Announcements, Newsletters, etc. per communications plan

		3.3		Results

						Collect performance data, survey faculty and student users and support staff, analyze, and report results in terms of success factors and target improvements

				Exit Milestone		Accountable Individuals terminate activity or approve sustained operation and assign responsible roles to individuals				(Campus and Plan dependent)

				SUSTAINED OPERATION

				(Post-deployment activity)





Detailed Activity List

		

				THIS LIST CONTAINS BOTH ACTUAL AND POTENTIAL ACTIVITIES, SOME OF WHICH ARE COMPLETE AND SOME OF WHICH MAY NOT YET BE PLANNED. THE LIST IS A STARTING POINT FOR DETAILED DEPLOYMENT PLANNING WITH CAMPUS AND CO STAFF WHO HAVE RESPONSOIBILITY FOR DEPLOYMENT.

		Campus		Activities		Category		Deliverable		Organization		Project Phase

		DH		define and document role descriptions for lab assistant, lab manager, trainer, scheduler, program manager, support specialist, faculty liaison, student liaison, documentation specialist, and resource needs.		Ops		Workplan		Library		Preparation

		DH		create project plan and define scope, direction, deliverables, and timeline with staff.		Ops		Workplan		Library		preparation

		DH		publish all project timelines and requirements.  coordinate with all central IT and resource departments as well as third parties for appropriate needs.		Ops		Workplan		Library		Pilot

		DH		kick off meeting with appropriate resources and staff.		Ops		Personnel		Library		pilot

		DH		begin verification of requirements and implementation of requirements into initial application function and system usage		Ops		Resources		Library		pilot

		DH		provide timely updates to the status of the project including providing demonstrations, story boards, or wireframes for inclusion into discussions.		Ops		Workplan		Library		pilot

		DH		ensure the project remains on schedule and meets appropriate guidelines created by the Library and liaison communities.		Ops		Workplan		Library		pilot

		DH		determine measurement metrics and procedures and publication of testing or survey results for ease of use, requirements verification, etc.		Ops		Workplan		Library		Preparation

		DH		coordinate with trainer and technical resources to determine procedure for upgrades and additional training.  Requirements, physical resources, staff resources, level of efforts, proposed timelines.		Ops		Personnel		Library		Preparation

		DH		coordinate with assigned lab support technicians and specialists to determine appropriate notification and fulfillment for support calls or questions. Publication of Frequently Asked Questions, simple feature guides, and possible on-demand resources for t		Ops		Personnel		Library		Preparation

		DH		ensure that appropriate support resources provide requirements, procedures, and methods for unexpected anomalies or downtime for electronic services and appropriate notification processes to affected individuals.		Ops		Resources		Library		pilot

		DH		ensure that feedback, feature requests or modifications, and enhancements or improvements into procedures are part of a formal review process. Timing, scheduling, and inclusion of requests into upgrades and updates to the systems need to be created, verif		Ops		Resources		Library		Pilot

		DH		determine what level of performance and uptime is necessary for the applications derived. These measurements will then be verified		Ops		Resources		Library		pilot

		DH		create a delivery mechanism for providing ongoing training, service information, updates, and new feature implementation.		Ops		Resources		Library		pilot

		DH		determine which skills are necessary to maintain to support the system for the Library's needs as well as which skills need to be shared/trained to additional staff and users.		Ops		Resources		Library		Preparation

		DH		identify individual(s) responsible for support or knowledge of PC and IT systems. These individuals will coordinate with central IT and external resources.		Infr		Agreements		Library		Preparation

		DH		ensure that based on project information all physical systems are in place or on order. this includes software necessary to run the systems		Infr		IT System		Library		Preparation

		DH		ensure that centralized resources are available if needed. Network access, network identity tied to new applications, and storage/disk needs are ordered/verified.		Infr		IT System		Library		Preparation

		DH		comply with all system messaging policies set forth by the Library or by central IT.		Infr		Processes		Library		Pilot

		DH		incorporate security and identity management policies into each application and verify that application meet required controls from the application.		Infr		Processes		Library		Production

		DH		verify with central resources which responsibilities for system support are locally managed versus centrally managed		Infr		Agreements		Library		Production

		DH		ensure that maintenance procedures and support procedures are in place and verified for each system and application		Infr		Processes		Library		Production

		DH		verify design of these applications with the project staff. Ensure that design meets criteria and requirements established during initial project meetings and they meet additional guidelines or policies that may have been established previously.		Infr		IT System		Library		pilot

		DH		develop story boards, wire frames, or prototypes and demonstrations of the application platform to provide ongoing feedback to the requirements.		Infr		IT System		Library		pilot

		DH		create and implement automated alerts and modifications as necessary based on existing library policies, central IT policies, or requirements created by the project. These alerts may be delivered to multiple locations or resources based on the kind of ale		Infr		IT System		Library		pilot

		DH		a test/performance measurement system shall be created to verify scalability or usability of features or complete applications.		Infr		Processes		Library		pilot

		DH		ensure that any new implementation of applications will comply with existing contracts, MOUs, and service level agreements between itself and its users or between the itself and 3rd party personnel or central IT. Should new applications require changes to		Infr		Agreements		Library		Production

		DH		verify that new applications comply with existing department commitments to its faculty and students in order to ensure that the level of service is maintained. New requirements or policies will be added to the commitments in order to ensure that new appl		Infr		Agreements		Library		Production

		DH		create an acceptance test and verification process in order to ensure that the new applications will comply with published requirements. These tests and acceptance criteria shall be documented and require signature in order to complete delivery. Without v		Infr		Processes		Library		pilot

		DH		create a unique Quality Assurance (QA) test procedure, fully documented, that may be conducted by a third party of a committee of faculty/staff and/or students. This QA process will provide assurance that the application will meet the required delivery m		Infr		Processes		Library		Production

		DH		All procedures created within the context of each phase of the application delivery are required to be documented and/or recorded in order to verify that all steps have been completed.		Infr		Processes		Library		pilot

		DH		create a procedure for change management or modification requests to existing implementations. this procedure shall be documented and allow for multiple locations in the process for including changes or revisions to delivered product, or to procedures the		Infr		Processes		Library		Production

		DH		fully document with diagrams all configurations and topologies of systems and applications that are implemented.		Infr		Processes		Library		Production

		DH		ensure that all trouble tickets or alerts are documented and recorded for review at a later date. Periodic reviews of response times and errors will be conducted . Appropriate action or changes to systems/procedures shall be recommended and verified inclu		Infr		Processes		Library		Production

		DH		verify which key executives in central IT are required for approvals. Determine level of approval necessary based on funding or expenditure requirements.		Decision		Approval		IT		Preparation

		DH		verify and document which members of Central IT management are required to approve different aspects of the implementation: data, network, security, integration		Decision		Approval		IT		Preparation

		DH		Verify and document which approvals may be handed down to new individuals based on solutions implemented and necessary resources.		Decision		Approval		IT		Preparation

		DH		Determine whether Intellectual Property controls need to be invoked, whether these controls currently exist, and which groups within IT are required to be notified.		Decision		Monitoring		IT		Preparation

		DH		Verify which personnel have authority to negotiate new contracts or policies that may affect the department or central IT functions and resources.		Decision		Approval		IT		Preparation

		DH		Determine whether financial cost models for resource usage are in place and if not what the procedures are for obtaining approval.		Decision		Evaluating		IT		Preparation

		DH		verify whether current communication or announcement processes are in place: email, portal, newslist,  RSS feed, or social media platforms.		Comm		Publication		IT		Preparation

		DH		Determine which resource will be responsible for new announcements concerning central resources supporting the new application platform.		Comm		Coordination		IT		pilot

		DH		Verify that current documentation formats are in place and that any new identified documentation vehicles will adhere to these formats.		Comm		Publication		IT		Preparation

		DH		determine whether existing training services - whether online labs, streaming videos, or other devices, exist and can be utilized for new services to support implementation.		Comm		Coordination		IT		pilot

		DH		determine whether current survey or feedback mechanisms are in place. Verify that these can support the needs of the new application to deliver surveys or garner feedback from users		Comm		Feedback		IT		pilot

		DH		determine whether current testing and measurement devices and procedures can capture information on behalf of the new applications and deliver these reports to identified resources.		Comm		Coordination		IT		pilot

		DH		Verify there are individuals or departments responsible for managing the communication and alert systems. Verify these individuals can also support new functions with the new applications.		Comm		Coordination		IT		Preparation

		DH		verify and document responsible parties for scheduling services and resources		Ops		Workplan		IT		Preparation

		DH		verify that existing acceptance testing formats exist. Verify the procedure for supporting these tests can also support the new applications.		Ops		Workplan		IT		Preparation

		DH		verify whether test plans or reviews for the new applications are required to be added to central procedures or are to remain with the individual departments.		Ops		Workplan		IT		Preparation

		DH		provide performance testing metrics procedures as necessary to support applications that utilize central resources.		Ops		Resources		IT		pilot

		DH		verify that interfaces necessary to support integration to the new applications can be tested, measured, and maintained with existing procedures.		Ops		Resources		IT		pilot

		DH		publish any changes to existing policies and procedures or any new functions created to support the applications.		Ops		Workplan		IT		Production

		DH		Verify any security or identity services necessary to support the new applications are available and all integrations are tested and verified		Ops		Resources		IT		pilot

		DH		Verify that current Service Level Agreements are up to date to support new applications being implemented.		Ops		Resources		IT		pilot

		DH		ensure that all documentation has been placed under Configuration management.		Ops		Resources		IT		Production

		DH		ensure that all support personnel have been trained on the details of the new application and the required support methods needed.		Ops		Personnel		IT		Production

		DH		ensure that all personnel and resources needed to support the application are identified and available		Infr		Agreements		IT		Preparation

		DH		ensure that all physical systems are operational and available for the new application		Infr		IT System		IT		Preparation

		DH		ensure that all network operations, security controls, and access mechanisms are in place to support the new applications		Infr		IT System		IT		Preparation

		DH		ensure that any data storage or data base systems are in place and providing needed services as necessary and defined.		Infr		IT System		IT		Preparation

		DH		ensure that any integration points between systems are designed, developed, documented, and implemented according to both the application requirements AND existing central IT policies.		Infr		IT System		IT		pilot

		DH		verify whether any 3rd party resources will be required to have access to existing systems or new implementations for the application.		Infr		Agreements		IT		pilot

		DH		verify that capacity and throughput policies and procedures are ready to support the new applications.		Infr		Processes		IT		pilot

		DH		verify that any backup or restore mechanisms necessary to support the applications are in place and ready for service.		Infr		IT System		IT		pilot

		DH		Verify that any data that moves between systems maintains an agreed quality and any conversions have been documented and verified.		Infr		IT System		IT		pilot

		DH		verify requirements are delivered to the application team		Ops		Workplan		Academic		Preparation

		DH		approve any policies or procedures created to support course creation.		Ops		Workplan		Academic		pilot

		DH		verify that a feedback mechanism or support structure is in place		Ops		Resources		Academic		pilot

		DH		verify any notifications or alerts provide adequate information to users.		Ops		Resources		Academic		pilot

		DH		provide staff time and training services in order to promote growth and implementation.		Ops		Personnel		Academic		Production

		DH		provide requirements for modifications or changes to applications		Ops		Resources		Academic		Production

		DH		identify individuals to act as liaisons to the application team		Ops		Personnel		Academic		Preparation

		DH		provide lists and course information as candidates for new development		Ops		Resources		Academic		Preparation

		DH		determine whether  existing MOUs support department efforts to add courses to learning systems		Infr		Agreements		Academic		pilot

		DH		provide acceptance criteria for the delivery of the systems		Infr		Processes		Academic		pilot

		DH		provide criteria for alerts and support mechanisms		Infr		Processes		Academic		pilot

		DH		ensure that any resources have authority for sign off		Infr		Agreements		Academic		Preparation

		DH		provide feedback on ease of use of systems implemented for learning development		Infr		Processes		Academic		pilot

		DH		verify that current contracts in place support new implementations and services		Ops		Processes		3rd party		Preparation

		DH		verify that reporting and metrics in place for Service Level Agreements are adequate		Ops		Agreements		3rd party		Preparation

		DH		Provide timing, scheduling, and resource identification for new applications		Ops		Processes		3rd party		pilot

		DH		augment components as necessary to support training of new functions		Ops		IT System		3rd party		pilot

		DH		verify that integration interfaces support new implementations		Infr		IT System		3rd party		pilot

		DH		verify that compliance and change management are maintained with the new systems		Infr		Agreements		3rd party		Production

		DH		create new alerts or procedures as necessary to support new interfaces.		Infr		Processes		3rd party		pilot

		SB		define and document role requirements for OER content creation project (softchalk). Determine needs for staffing and services based on interviews with target faculty and Softchalk representatives		Ops		Workplan		Library		Preparation

		SB		define and document role requirements for the Licensed Content (LC) activities. Determine needs for staffing and services based on input from the CO office, publishers, administration and commerce connections.		Ops		Workplan		Library		Preparation

		SB		Create a schedule and plan for Softchalk testing, training, implementation, and feedback/review.		Ops		Workplan		Library		Preparation

		SB		create a schedule, plan, and implementation requirements document for Licensed Content.  Determine lead times for inclusion into course descriptions and transaction mechanisms or other outside sources.		Ops		Workplan		Library		Preparation

		SB		publish all project timelines and requirements.  coordinate with all central IT and resource departments as well as third parties for appropriate needs.		Ops		Workplan		Library		pilot

		SB		kick off meeting with appropriate resources and staff. May be the same meeting or two separate meetings as appropriate.		Ops		Personnel		Library		pilot

		SB		Take initial requirements from each project (Softchalk and LC) and verify that these can be met with available resources and services.  Verify that these requirements do not impose additional risk or burden on implementing a phase 1 deployment.		Ops		Resources		Library		pilot

		SB		provide timely updates to the status of the Softchalk and LC projects including providing demonstrations, story boards, or wireframes for inclusion into discussions.  Continuously take feedback from these sessions and determine the impact of any necessary		Ops		Resources		Library		pilot

		SB		ensure that the projects remains on schedule and meet appropriate guidelines for campus departments, instructional development, and central IT. Notify project staff and partners when changes to the schedule may impact the overall direction of the projects		Ops		Resources		Library		pilot

		SB		determine measurement metrics and procedures and publication of testing or survey results for ease of use, requirements verification, etc. these should be two independent documents or publications focused on the Softchalk and LC projects, respectively.		Ops		Resources		Library		pilot

		SB		coordinate with trainer and technical resources to determine procedure for upgrades and additional training.  Requirements, physical resources, staff resources, level of efforts, proposed timelines. Ensure that Softchalk provides appropriate support to le		Ops		Resources		Library		Preparation

		SB		Determine the most appropriate method for customer support and frequently asked question publication for the campus community. coordinate with assigned specialists to determine appropriate notification and fulfillment for support calls or questions. Publi		Ops		Resources		Library		Preparation

		SB		ensure that appropriate support resources provide requirements, procedures, and methods for unexpected anomalies or downtime for electronic services and appropriate notification processes to affected individuals.  Ensure that Softchalk provides the campus		Ops		Resources		Library		pilot

		SB		ensure that feedback, feature requests or modifications, and enhancements or improvements into procedures are part of a formal review process. The Softchalk and LC projects require unique handling for their respective environments. Timing, scheduling, and		Ops		Resources		Library		pilot

		SB		determine what level of performance and uptime is necessary for the Softchalk services. These measurements will then be verified. Examples include number of concurrent users, throughout of content upload and download, amount of data traffic allowed, etc.		Ops		Resources		Library		pilot

		SB		create a delivery mechanism for providing ongoing training, service information, updates, and new feature implementation.  Utilize resources from Softchalk that may exist in order to train faculty on usage of solutions as well as unique needs for the CSUS		Ops		Resources		Library		Production

		SB		determine which skills are necessary to maintain to support the systems for the Library's needs as well as which skills need to be shared/trained to additional staff and users.		Ops		Resources		Library		pilot

		SB		identify individual(s) responsible for support or knowledge of PC and IT systems for the Library that would now be responsible for the Softchalk and LC implementations. These individuals will coordinate with central IT and external resources.		Infr		Agreements		Library		Preparation

		SB		ensure that based on project information all physical systems are in place or on order. this includes software necessary to run the systems.		Infr		IT System		Library		pilot

		SB		ensure that centralized resources are available if needed. Network access, network identity tied to new applications, and storage/disk needs are ordered/verified. This may include access to external data stores or websites for both the Softchalk and LC pr		Infr		IT System		Library		pilot

		SB		comply with all system messaging policies set forth by the Library or by central IT.		Infr		IT System		Library		pilot

		SB		incorporate security and identity management policies into each application and verify that application meet required controls from the application. This may require new logon or security policies or addendums to existing ones.		Infr		Agreements		Library		pilot

		SB		verify with central resources which responsibilities for system support are locally managed versus centrally managed. document who owns responsibility for supporting the Softchalk system and who has authority to work directly with Softchalk on issues.		Infr		Agreements		Library		pilot

		SB		ensure that maintenance procedures and support procedures are in place and verified for each system and corresponding applications for Softchalk or LC.		Infr		Processes		Library		pilot

		SB		verify design of these applications with the project staff. Ensure that design meets criteria and requirements established during initial project meetings and they meet additional guidelines or policies that may have been established previously.		Infr		IT System		Library		pilot

		SB		develop story boards, wire frames, or prototypes and demonstrations of the application platform to provide ongoing feedback to the requirements. Commercial packages such as Softchalk have this in place but may require unique configurations in order to be		Infr		IT System		Library		Preparation

		SB		create and implement automated alerts and modifications as necessary based on existing library policies, central IT policies, or requirements from the Softchalk platform or the LC initiative. These alerts may be delivered to multiple locations or resource		Infr		IT System		Library		pilot

		SB		a test/performance measurement system shall be created to verify scalability or usability of features or complete applications. Performance criteria should be agreed upon to some measure by the implementation staff, faculty representatives, and additional		Infr		Processes		Library		Production

		SB		ensure that any new implementation of applications will comply with existing contracts, MOUs, and service level agreements between itself and its users or between the itself and 3rd party personnel or central IT. Should the implementation of Softchalk or		Infr		Agreements		Library		Production

		SB		verify that the Softchalk and LC implementations comply with existing department commitments to its faculty and students in order to ensure that the level of service is maintained. New requirements or policies will be added to the commitments in order to		Infr		Agreements		Library		Production

		SB		create an acceptance test and verification process in order to ensure that these new applications will comply with published requirements. These tests and acceptance criteria shall be documented and require signature in order to complete delivery. Without		Infr		Agreements		Library		Production

		SB		create a Quality Assurance (QA) test procedure, documented, that may be conducted by a third party of a committee of faculty/staff and/or students or other such group as determined by the project team. This QA process will provide assurance that the appl		Infr		Agreements		Library		Production

		SB		All procedures created within the context of each phase of the application delivery are required to be documented and/or recorded in order to verify that all steps have been completed.		Infr		Processes		Library		Production

		SB		create a procedure for change management or modification requests to existing implementations. this procedure shall be documented and allow for multiple locations in the process for including changes or revisions to delivered product, or to procedures the		Infr		Processes		Library		Production

		SB		fully document with diagrams all configurations and topologies of systems and applications that are implemented.  Publish these documents on a public website.		Infr		IT System		Library		Production

		SB		ensure that all trouble tickets or alerts are documented and recorded for review at a later date. Periodic reviews of response times and errors will be conducted . Appropriate action or changes to systems/procedures shall be recommended and verified inclu		Infr		IT System		Library		Production

		SB		verify which key executives in central IT are required for approvals. Determine level of approval necessary based on funding or expenditure requirements.		Decision		Approval		IT		Preparation

		SB		verify and document which members of Central IT management are required to approve different aspects of the implementation: data, network, security, integration		Decision		Approval		IT		Preparation

		SB		Verify and document which approvals may be handed down to new individuals based on solutions implemented and necessary resources.		Decision		Approval		IT		Pilot

		SB		Determine whether Intellectual Property controls need to be invoked, whether these controls currently exist, and which groups within IT are required to be notified.		Decision		Monitoring		IT		Pilot

		SB		Verify which personnel have authority to negotiate new contracts or policies that may affect the department or central IT functions and resources.		Decision		Approval		IT		Preparation

		SB		Determine whether financial cost models for resource usage are in place and if not what the procedures are for obtaining approval.		Decision		Evaluating		IT		Preparation

		SB		verify whether current communication or announcement processes are in place: email, portal, newslist,  RSS feed, or social media platforms.		Comm		Publication		IT		pilot

		SB		Determine which resource will be responsible for new announcements concerning central resources supporting the new application platform.		Comm		Coordination		IT		pilot

		SB		Verify that current documentation formats are in place and that any new identified documentation vehicles will adhere to these formats.		Comm		Publication		IT		Pilot

		SB		determine whether existing training services - whether online labs, streaming videos, or other devices, exist and can be utilized for new services to support implementation.		Comm		Coordination		IT		Pilot

		SB		determine whether current survey or feedback mechanisms are in place. Verify that these can support the needs of the new application to deliver surveys or garner feedback from users		Comm		Feedback		IT		Production

		SB		determine whether current testing and measurement devices and procedures can capture information on behalf of the new applications and deliver these reports to identified resources.		Comm		Feedback		IT		Production

		SB		Verify there are individuals or departments responsible for managing the communication and alert systems. Verify these individuals can also support new functions with the new applications.		Comm		Coordination		IT		Production

		SB		verify and document responsible parties for scheduling services and resources		Ops		Workplan		IT		Preparation

		SB		verify that existing acceptance testing formats exist. Verify the procedure for supporting these tests can also support the new applications.		Ops		Workplan		IT		Pilot

		SB		verify whether test plans or reviews for the new applications are required to be added to central procedures or are to remain with the individual departments.		Ops		Workplan		IT		Pilot

		SB		provide performance testing metrics procedures as necessary to support applications that utilize central resources.		Ops		Resources		IT		Production

		SB		verify that interfaces necessary to support integration to the new applications can be tested, measured, and maintained with existing procedures.		Ops		Resources		IT		pilot

		SB		publish any changes to existing policies and procedures or any new functions created to support the applications.		Ops		Resources		IT		Production

		SB		Verify any security or identity services necessary to support the new applications are available and all integrations are tested and verified		Ops		Resources		IT		pilot

		SB		Verify that current Service Level Agreements are up to date to support new applications being implemented.		Ops		Workplan		IT		pilot

		SB		ensure that all documentation has been placed under Configuration management.		Ops		Resources		IT		Production

		SB		ensure that all support personnel have been trained on the details of the new application and the required support methods needed.		Ops		Personnel		IT		Production

		SB		ensure that all personnel and resources needed to support the application are identified and available		Infr		Personnel		IT		Production

		SB		ensure that all physical systems are operational and available for the new application		Infr		Resources		IT		Production

		SB		ensure that all network operations, security controls, and access mechanisms are in place to support the new applications		Infr		Resources		IT		Production

		SB		ensure that any data storage or data base systems are in place and providing needed services as necessary and defined.		Infr		Resources		IT		Production

		SB		ensure that any integration points between systems are designed, developed, documented, and implemented according to both the application requirements AND existing central IT policies.		Infr		Resources		IT		Production

		SB		verify whether any 3rd party resources will be required to have access to existing systems or new implementations for the application.		Infr		Resources		IT		Production

		SB		verify that capacity and throughput policies and procedures are ready to support the new applications.		Infr		Resources		IT		Production

		SB		verify that any backup or restore mechanisms necessary to support the applications are in place and ready for service.		Infr		Resources		IT		Production

		SB		Verify that any data that moves between systems maintains an agreed quality and any conversions have been documented and verified.		Infr		Resources		IT		pilot

		SB		verify requirements are delivered to the Softchalk team. These may include preferred method of creation, access, view of course projects, etc. The faculty needs to provide appropriate information to the project team. For the LC initiative additional requi		Ops		Workplan		Academic		pilot

		SB		approve any policies or procedures created to support course creation or course content access over the catalog. This would require input from faculty as well as student and administration representatives.		Ops		Workplan		Academic		pilot

		SB		verify that a feedback mechanism or support structure is in place		Ops		Resources		Academic		Preparation

		SB		verify any notifications or alerts provide adequate information to users.  A small committee should be created to verify that Softchalk usage provide an appropriate environment for each initiative.		Ops		Resources		Academic		pilot

		SB		provide staff time and training services in order to promote growth and implementation.		Ops		Personnel		Academic		Production

		SB		provide requirements for modifications or changes to applications		Ops		Resources		Academic		Production

		SB		identify individuals to act as liaisons to the application team		Ops		Personnel		Academic		Preparation

		SB		provide lists and course information as candidates for new development		Ops		Resources		Academic		Production

		SB		determine whether  existing MOUs support department efforts to add courses to learning systems		Infr		Agreements		Academic		Preparation

		SB		provide acceptance criteria for the delivery of the systems		Infr		Agreements		Academic		Pilot

		SB		provide criteria for alerts and support mechanisms		Infr		Agreements		Academic		pilot

		SB		ensure that any resources have authority for sign off		Infr		Agreements		Academic		Preparation

		SB		provide feedback on ease of use of systems implemented for learning development		Infr		Processes		Academic		pilot

		SB		verify that current contracts in place support new implementations and services		Ops		Workplan		3rd party		production

		SB		verify that reporting and metrics in place for Service Level Agreements are adequate		Ops		Workplan		3rd party		Production

		SB		provide planned reviews for services provided and for feedback/issue resolution review.		Ops		Workplan		3rd party		Production

		SB		Provide timing, scheduling, and resource identification for new applications		Ops		Resources		3rd party		Production

		SB		augment components as necessary to support training of new functions		Ops		Resources		3rd party		Production

		SB		identify campus individuals authorized to communicate directly with Softchalk or the LC representatives		Ops		Personnel		3rd party		pilot

		SB		ensure that access to websites or online information is open for the CSUSB campus and its users.		Ops		Resources		3rd party		Pilot

		SB		initiate plans for training on services provided		Ops		Resources		3rd party		Preparation

		SB		verify that integration interfaces support new implementations		Infr		IT System		3rd party		pilot

		SB		verify that access to the Softchalk web resources over the network are functioning. Verify that the LC data files are accessible or are delivered correctly.		Infr		IT System		3rd party		pilot

		SB		verify that adequate storage space is available for the created content, configurations, and information generated by the Softchalk users. Verify that LC content delivered to the campus reaches its destination in the appropriate format and is not corrupte		Infr		IT System		3rd party		pilot

		SB		ensure that any feature modifications or new functionality is communicated to the appropriate contacts and plans for inclusion are created prior to any true deployment.		Infr		Processes		3rd party		pilot

		SB		verify any integration points meet standards requirements and that any data transformed arrives at the appropriate destination in the correct format.		Infr		IT System		3rd party		pilot

		SB		verify that access to applications and data/content meet campus security requirements and comply with identity management practices on the CSUSB campus.		Infr		IT System		3rd party		Production

		SB		verify that compliance and change management are maintained with the new systems		Infr		IT System		3rd party		Production

		SB		create new alerts or procedures as necessary to support new interfaces.		Infr		IT System		3rd party		Production

		SDSU		define and document roles or personnel requirements necessary for GI@CS implementation, service, and support. Determine needs for staffing and services based on interviews with target faculty, auxiliary,  and CO representatives. Ensure to include student		Ops		Workplan		Library		Preparation

		SDSU		Create a schedule and plan for GI@CS testing, training, implementation, and feedback/review.		Ops		Workplan		Library		Preparation

		SDSU		publish all project timelines and requirements.  coordinate with all central IT and resource departments as well as third parties for appropriate needs.		Ops		Workplan		Library		Pilot

		SDSU		kick off meeting with appropriate resources and staff.		Ops		Personnel		Library		Pilot

		SDSU		Take initial requirements from  GI@CS discussions and verify that these can be met with available resources and services.  Verify that these requirements do not impose additional risk or burden on implementing a phase 1 deployment.		Ops		Resources		Library		Pilot

		SDSU		provide timely updates to the status of the project including providing demonstrations, story boards, or wireframes for inclusion into discussions.  Continuously take feedback from these sessions and determine the impact of any necessary changes or inclus		Ops		Resources		Library		pilot

		SDSU		ensure that the projects remains on schedule and meet appropriate guidelines for campus departments, library services, third party services, and central IT. Notify project staff and partners when changes to the schedule may impact the overall direction of		Ops		Resources		Library		pilot

		SDSU		determine measurement metrics and procedures and publication of testing or survey results for ease of use, requirements verification, etc.		Ops		Resources		Library		Production

		SDSU		coordinate with trainer and technical resources to determine procedure for upgrades and additional training.  Requirements, physical resources, staff resources, level of efforts, proposed timelines.		Ops		Personnel		Library		Production

		SDSU		coordinate with assigned specialists to determine appropriate notification and fulfillment for support calls or questions. Publication of Frequently Asked Questions, simple feature guides, and possible on-demand resources for training or re-training purpo		Ops		Personnel		Library		Production

		SDSU		ensure that appropriate support resources provide requirements, procedures, and methods for unexpected anomalies or downtime for electronic services and appropriate notification processes to affected individuals.  Ensure that the GI@CS services (copyright		Ops		Resources		Library		Production

		SDSU		ensure that feedback, feature requests or modifications, and enhancements or improvements into procedures are part of a formal review process.  Timing, scheduling, and inclusion of requests into upgrades and updates to the systems need to be created, veri		Ops		Resources		Library		Production

		SDSU		determine what level of performance and uptime is necessary for the GI@CS services. These measurements will then be verified.		Ops		Resources		Library		Production

		SDSU		create a delivery mechanism for providing ongoing training, service information, updates, and new feature implementation. these services depend on the needs for campus students and faculty/staff.		Ops		Resources		Library		Production

		SDSU		determine which skills are necessary to maintain to support the systems for the Library's needs as well as which skills need to be shared/trained to additional staff and users.		Ops		Resources		Library		Preparation

		SDSU		identify individual(s) responsible for support or knowledge of PC and IT systems for the Library that would now be responsible for the GI@CS implementation. These individuals will coordinate with central IT and external resources.		Infr		Agreements		Library		Preparation

		SDSU		ensure that based on project information all physical systems are in place or on order. this includes software necessary to run the systems.		Infr		IT System		Library		pilot

		SDSU		ensure that centralized resources are available if needed. Network access, network identity tied to new applications, and storage/disk needs are ordered/verified. These include both GI@CS resources, Aztec Shops resources, and third party interfaces as app		Infr		IT System		Library		pilot

		SDSU		comply with all system messaging policies set forth by the Library or by central IT.		Infr		IT System		Library		pilot

		SDSU		incorporate security and identity management policies into each application and verify that application meet required controls from the application. This may require new logon or security policies or addendums to existing ones.		Infr		IT System		Library		pilot

		SDSU		verify with central resources which responsibilities for system support are locally managed versus centrally managed. document who owns responsibility for supporting the GI@CS solution.		Infr		Agreements		Library		Production

		SDSU		ensure that maintenance procedures and support procedures are in place and verified for the GI@CS system.		Infr		Agreements		Library		Production

		SDSU		verify design and operation of the application with the project staff. Ensure that design meets criteria and requirements established during initial project meetings and they meet additional guidelines or policies that may have been established previously		Infr		Processes		Library		pilot

		SDSU		develop story boards, wire frames, or prototypes and demonstrations of the application platform to provide ongoing feedback to the requirements.		Infr		Processes		Library		pilot

		SDSU		create and implement automated alerts and modifications as necessary based on existing library policies, central IT policies, or requirements from the GI@CS service and additional partners and third parties. These alerts may be delivered to multiple locat		Infr		IT System		Library		pilot

		SDSU		create a test/performance measurement system to verify scalability or usability of features or complete applications. Performance criteria should be agreed upon to some measure by the implementation staff, faculty representatives, and additional users.		Infr		IT System		Library		Production

		SDSU		ensure that any new implementation of applications will comply with existing contracts, MOUs, and service level agreements between itself and its users or between the itself and 3rd party personnel or central IT. Should the implementation of GI@CS require		Infr		Agreements		Library		Production

		SDSU		verify that the GI@CS  implementation complies with existing department commitments to its faculty and students in order to ensure that the level of service is maintained. New requirements or policies will be added to the commitments in order to ensure th		Infr		Agreements		Library		Production

		SDSU		create an acceptance test and verification process in order to ensure that these new applications will comply with published requirements. These tests and acceptance criteria shall be documented and require signature in order to complete delivery. Without		Infr		Processes		Library		Production

		SDSU		create a Quality Assurance (QA) test procedure, documented, that may be conducted by a third party of a committee of faculty/staff and/or students or other such group as determined by the project team. This QA process will provide assurance that the appl		Infr		Processes		Library		production

		SDSU		All procedures created within the context of each phase of the application delivery should be documented and/or recorded in order to verify that all steps have been completed.		Infr		Processes		Library		production

		SDSU		create a procedure for change management or modification requests to existing implementations. this procedure shall be documented and allow for multiple locations in the process for including changes or revisions to delivered product, or to procedures the		Infr		Processes		Library		production

		SDSU		fully document with diagrams all configurations and topologies of systems and applications that are implemented.  Publish these documents on a public website.		Infr		IT System		Library		production

		SDSU		ensure that all trouble tickets or alerts are documented and recorded for review at a later date. Periodic reviews of response times and errors will be conducted . Appropriate action or changes to systems/procedures shall be recommended and verified inclu		Infr		IT System		Library		production

		SDSU		verify which key executives in central IT are required for approvals. Determine level of approval necessary based on funding or expenditure requirements.		Decision		Approval		IT		Preparation

		SDSU		verify and document which members of Central IT management are required to approve different aspects of the implementation: data, network, security, integration		Decision		Approval		IT		Preparation

		SDSU		Verify and document which approvals may be handed down to new individuals based on solutions implemented and necessary resources.		Decision		Approval		IT		Preparation

		SDSU		Determine whether Intellectual Property controls need to be invoked, whether these controls currently exist, and which groups within IT are required to be notified.		Decision		Monitoring		IT		pilot

		SDSU		Verify which personnel have authority to negotiate new contracts or policies that may affect the department or central IT functions and resources.		Decision		Approval		IT		Preparation

		SDSU		Determine whether financial cost models for resource usage are in place and if not what the procedures are for obtaining approval.		Decision		Evaluating		IT		Preparation

		SDSU		verify whether current communication or announcement processes are in place: email, portal, newslist,  RSS feed, or social media platforms.		Comm		Publication		IT		pilot

		SDSU		Determine which resource will be responsible for new announcements concerning central resources supporting the new application platform.		Comm		Coordination		IT		Preparation

		SDSU		Verify that current documentation formats are in place and that any new identified documentation vehicles will adhere to these formats.		Comm		Publication		IT		pilot

		SDSU		determine whether existing training services - whether online labs, streaming videos, or other devices, exist and can be utilized for new services to support implementation.		Comm		Coordination		IT		pilot

		SDSU		determine whether current survey or feedback mechanisms are in place. Verify that these can support the needs of the new application to deliver surveys or garner feedback from users		Comm		Feedback		IT		pilot

		SDSU		determine whether current testing and measurement devices and procedures can capture information on behalf of the new applications and deliver these reports to identified resources.		Comm		Feedback		IT		pilot

		SDSU		Verify there are individuals or departments responsible for managing the communication and alert systems. Verify these individuals can also support new functions with the new applications		Comm		Coordination		IT		pilot

		SDSU		determine whether current testing and measurement devices and procedures can capture information on behalf of the new applications and deliver these reports to identified resources.		Comm		Publication		IT		pilot

		SDSU		verify and document responsible parties for scheduling services and resources		Ops		Workplan		IT		Preparation

		SDSU		verify that existing acceptance testing formats exist. Verify the procedure for supporting these tests can also support the new applications.		Ops		Workplan		IT		Production

		SDSU		verify whether test plans or reviews for the new applications are required to be added to central procedures or are to remain with the individual departments.		Ops		Workplan		IT		Production

		SDSU		provide performance testing metrics procedures as necessary to support applications that utilize central resources.		Ops		Resources		IT		Production

		SDSU		verify that interfaces necessary to support integration to the new applications can be tested, measured, and maintained with existing procedures.		Ops		Resources		IT		pilot

		SDSU		publish any changes to existing policies and procedures or any new functions created to support the applications.		Ops		Resources		IT		Production

		SDSU		Verify any security or identity services necessary to support the new applications are available and all integrations are tested and verified		Ops		Resources		IT		pilot

		SDSU		Verify that current Service Level Agreements are up to date to support new applications being implemented.		Ops		Resources		IT		pilot

		SDSU		ensure that all documentation has been placed under Configuration management.		Ops		Resources		IT		Production

		SDSU		ensure that all support personnel have been trained on the details of the new application and the required support methods needed.		Ops		Personnel		IT		Production

		SDSU		ensure that all personnel and resources needed to support the application are identified and available		Infr		Agreements		IT		Production

		SDSU		ensure that all physical systems are operational and available for the new application		Infr		IT System		IT		Production

		SDSU		ensure that all network operations, security controls, and access mechanisms are in place to support the new applications		Infr		IT System		IT		Production

		SDSU		ensure that any data storage or data base systems are in place and providing needed services as necessary and defined.		Infr		IT System		IT		Production

		SDSU		ensure that any integration points between systems are designed, developed, documented, and implemented according to both the application requirements AND existing central IT policies.		Infr		IT System		IT		Production

		SDSU		verify whether any 3rd party resources will be required to have access to existing systems or new implementations for the application.		Infr		IT System		IT		pilot

		SDSU		verify that capacity and throughput policies and procedures are ready to support the new applications.		Infr		Agreements		IT		pilot

		SDSU		verify that any backup or restore mechanisms necessary to support the applications are in place and ready for service.		Infr		IT System		IT		pilot

		SDSU		Verify that any data that moves between systems maintains an agreed quality and any conversions have been documented and verified.		Infr		IT System		IT		pilot

		SDSU		verify that any requirements the department has is shared with the library and the GI@CS teams as appropriate.		Ops		Workplan		Academic		pilot

		SDSU		Provide timely approvals should they be necessary for this service.		Ops		Personnel		Academic		pilot

		SDSU		verify that a feedback mechanism or support structure is in place		Ops		Resources		Academic		pilot

		SDSU		verify any notifications or alerts provide adequate information to users.  .		Ops		Resources		Academic		pilot

		SDSU		provide staff time and training services in order to promote growth and implementation. ensure that the library has necessary input as needed.		Ops		Personnel		Academic		Production

		SDSU		provide requirements for modifications or changes to applications		Ops		Workplan		Academic		Production

		SDSU		identify individuals to act as liaisons to the application team		Ops		Personnel		Academic		Preparation

		SDSU		provide lists and course information as candidates for new development		Ops		Resources		Academic		Preparation

		SDSU		determine whether  existing MOUs support department efforts to add courses to learning systems		Infr		Agreements		Academic		pilot

		SDSU		provide acceptance criteria for the delivery of the systems		Infr		Agreements		Academic		Production

		SDSU		provide criteria for alerts and support mechanisms		Infr		Agreements		Academic		Production

		SDSU		ensure that any resources have authority for sign off		Infr		Agreements		Academic		Preparation

		SDSU		provide feedback on ease of use of systems implemented for learning development		Infr		Processes		Academic		pilot

		SDSU		verify that current contracts in place support new implementations and services		Ops		Workplan		3rd party		Production

		SDSU		verify that reporting and metrics in place for Service Level Agreements are adequate		Ops		Workplan		3rd party		Production

		SDSU		provide planned reviews for services provided and for feedback/issue resolution review.		Ops		Resources		3rd party		Production

		SDSU		Provide timing, scheduling, and resource identification for commerce service to GI@CS		Ops		Resources		3rd party		Production

		SDSU		augment components as necessary to support training of new functions		Ops		Resources		3rd party		Production

		SDSU		identify campus individuals authorized to communicate directly with Aztec Shops		Ops		Personnel		3rd party		Preparation

		SDSU		ensure that appropriate user policies are in place to allow access to resources		Ops		Resources		3rd party		Production

		SDSU		initiate plans for training on services provided		Ops		Resources		3rd party		Production

		SDSU		verify that integration interfaces support new implementations		Infr		IT System		3rd party		pilot

		SDSU		verify that access to the GI@CS web resources over the network are functioning and that transaction information is carried across appropriately.		Infr		IT System		3rd party		pilot

		SDSU		verify that content delivery is achieved and capacity to allow for content transfer is not exceeded. Ensure that appropriate measures are in place to provide information on all transactions and delivery to parties involved.		Infr		IT System		3rd party		pilot

		SDSU		ensure that any feature modifications or new functionality is communicated to the appropriate contacts and plans for inclusion are created prior to any true deployment.		Infr		Processes		3rd party		Production

		SDSU		verify any integration points meet standards requirements and that any data transformed arrives at the appropriate destination in the correct format.		Infr		IT System		3rd party		pilot

		SDSU		verify that access to applications and data/content meet campus security requirements and comply with identity management practices on the SDSU campus.		Infr		IT System		3rd party		pilot

		SDSU		verify that compliance and change management are maintained with the new systems		Infr		Processes		3rd party		Production

		SDSU		create new alerts or procedures as necessary to support new interfaces.		Infr		IT System		3rd party		Production
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		ADAPTED FROM DM CONFLUENCE SITE. INFORMATION AND TERMINOLOGY MAY NOT BE CURRENT

		This is an example of just one portfolio management report that would be updated to reflect current status of deployments and levels of adoption across all campuses

		This chart does not depict relative scale of deployment or maturity status of each service at each campus (see discussion of more detailed charts in the "Strategic Deployment Plan"

						Authoring		GIN		Licensed Content		Campus Content		ScholarWorks		Course Works		Blackboard		Moodle		Moodle SAAS		Other

		1		Humbolt

		2		Chico

		3		Sonoma

		4		Sacramento

		5		Maritime

		6		San Francisco						Y

		7		East Bay

		8		San Jose

		9		Stanislaus

		10		Monterey Bay

		11		Fresno

		12		San Luis Obispo

		13		Bakersfield

		14		Channel Islands				Y

		15		Northridge

		16		Los Angeles				Y

		17		Dominguez Hills						Y

		18		Long Beach						Y

		19		Pomona

		20		Fullerton				Y		Y

		21		San Bernardino		Y				Y

		22		San Marcos

		23		San Diego				Y

		24		CO - Long Beach






