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System Training

Stage:
Implementation

Description:  

This procedure identifies the steps necessary to conduct the actual training of the customer and user on the installed products. This activity is necessary if there is a requirement for customer training.

Entry Criteria: 
The following shall be completed before beginning this procedure:

· Implementation Plan (IP)

· User Manual (UM)

· Training materials

· Operator Manual (OM)

Procedure Steps: (These steps are not necessarily performed sequentially.) 
1.   Project Manager:  Coordinate training.

Select a Project Training Coordinator and other personnel from the Project Development Team to prepare the training materials. 

2.  Project Training Coordinator:  Plan training.   

     a. Review the Implementation Plan for specific training requirements.  Ensure that the training recipients are aware of the training requirements.       
     b. Review the training materials for completeness.  
     c. Identify specific needs for training (i.e., size of room needed, number of copies of materials needed, type of equipment needed, etc.) and notify the customer, user, and SSG HelpDesk of these needs.  
    d. Confirm times, dates and locations with training recipients.  
3.  Project Configuration Manager:  Archive training materials.

The Project Configuration Manager ensures availability of the necessary training materials and archives copies of all training materials for future use.

4.   Project Training Coordinator:  Conduct training.  

The Project Training Coordinator either provides or arranges for the specified customer training identified in the Implementation Plan.  This training will be conducted as part of completing the Customer Support Transition procedure [SW7PR004].  

5.   Project Training Coordinator:  Collect training critiques.

The Project Training Coordinator ensures Training Critique Forms [TNFM001] are completed by students and collected at the end of the training.    
Exit Criteria: 
The following work products are a result of completing this procedure:

· Trained customers, users, and SSG HelpDesk
· Archived training materials  
· Completed Training Comment Sheets (Critiques)  
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