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Practical Examples
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Evolutionary Stages

conversion

= Convert Data = Train Additienall Staff
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Pre=Conversion

&l Create System Reguirements Documenit

&l Interview all users of current system = [

& Analyze & document basic operating

& ldentify Responsible Parties & Depts.
procedure.
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Map Data/Fields firom Oldf tor New: Syst

Remove Duplic
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Archnive/Delete Unnecessary History Records
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Define Commonly: Used Codes



conversion

convert bata

est Converted Data

@/ Runi Conversion programs ,
- SO TR A @ Run ini Parallel’ or Cut: Over Live?

‘0 Name & Address data

“fI Transaction Data lxl Compare Standard Giifit Reports
6 Demographic/Biographic Data ‘

B f‘omrr ant Data &l Run' Basic Operationall Programs
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Ickler Information &l Compare Code Summary Reports

Train “Front=line™ Staitt

@l Setup primary: USers & Security

&l Train Primary Users, [.€., gift—processing,
gdonor maintenance stafif, ete.

x Create a training manual with: institutional



Post=Conversion
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Mail, Event Code logic Information; that could not e converted

Responsinle parties — Whor Does What

rain Adaditionall Stafil

al Modify & re-aocument basic eperating
procedures



m@ Expect

Missed Deadlines

Lack of Extended Staff Partic

Trust Issues

Weariness



Final Recommendations

Involve “Front-line” users from the VERY
Beginning!!!
Involve reps from all depts. Concerned, ewg.

Fundraising; Finance; MIS; Outside Vendors,
etc.

Get Outside Help, 1.e., farm out basic
operations to free up internal staff to focus
on the conversion

Front-load your efforts to minimize the actual
time spent on the “Conversion”.



