NASA Position Description Management Project

GSFC Center Transition Guidelines

The following Guidelines depict the activities that must be completed by your Center in order to implement the Position Description Management (PDM) system.  Transition activities are scheduled in line with the major phases in the overall Project schedule.  You should consider these Guidelines as the base for a more Center-specific plan that you may choose to create.

Center Pre-Rollout

March – April 12

1. Begin communications and marketing activities to the Human Resources (HR) staff, NASA supervisors, NASA managers, equal opportunity office (EEO), and senior management briefings.  Stakeholder buy-in is critical to the successful implementation of the PDM system.  The Agency Process Team (APT) member can offer courtesy briefings to unions, EEO representatives, and other groups identified by your Center.  The Pilot Center will share its materials for customization.

2. Develop and implement a more detailed transition plan tailored to your Center to set a clear path to a successful implementation.  Your plan should include specific activities to be accomplished at your Center (including specific change management activities), a timeline to accomplish those activities, and persons responsible for performing activities and tasks.

3. Engage the Implementation Support Team’s (IST) Change Management and Information Technology team members.  These are the key players needed to work the critical issues for rollout and to support the Agency Process Team member.  The team needs to take an integrated approach to rollout while assuming individual assignments and responsibility for critical activities.

April 15 (2 months before rollout)

1. Identify necessary changes in your Center’s business processes and workflows to support the PDM system.  Review the APTs Agency workflow documentation to validate Center fit.  Identify any gaps between Agency workflows and Center needs, and devise a strategy to address the gaps.

2. Identify PDM users (supervisors, managers, and HR staff) who will actually use the PDM system.  These users will require system Ids and password to receive training and to operate the system after implementation.

3. Continued engage of IST to collect information and status on their activities at specific intervals to ensure the Project is on track.

4. Continue communications and marketing activities, including briefings and meetings.  This ongoing activity will help ensure a successful rollout.

5. Identify and schedule training facilities for up to three days of hands-on system training.

May 20 (1 month before rollout)

1. Accelerate/expand communications and marketing activities

2. Identify Center-specific requirements.  Review system configuration, report capabilities, and other requirements.  Identify any gaps with your Center-specific needs and devise a plan to address these gaps.

3. Prepare your Center’s Information Technology (IT) staff.  While the PDM system does not require substantial Center IT support, the IT staff will need to understand their role in validating internet connectivity, browser requirements, and other desktop configuration items.

June 3 (2 weeks before rollout)

1. Certify test readiness

2. Run test cases.  This consists of accessing the PDM system via the Internet, executing scenarios that fully utilize revised workflows and business processes, and validating desktop configuration.

June 10 (1 week before rollout)

1. Complete the readiness checklist provided to your Center.

2. HR demos and pre-briefs.  It is key to provide the HR community with a thorough understanding of the PDM system, how it works, and what it does and does not do.  It is this HR community that will need to provide help to supervisors and managers as they begin training on and using the system.

Center Rollout

June 17 (Rollout Week)

3. Training – The first three days of rollout week will include training HR staff, supervisors, and managers.  Training will be provided by Avue technologies.

4. Ensure that communications within your Center are continued throughout rollout week.

5. Implement business process and workflow changes that you have already identified.

6. Validate desktop Internet access and browser versions.

7. Certify operational readiness.  Evaluate the results of testing to verify that the system meets functional requirements.

3 weeks after rollout

1. Report issues/concerns to System Administrator or the Functional Lead.

NASA Position Description Management Project

HQ/IG Center Transition Guidelines

The following Guidelines depict the activities that must be completed by your Center in order to implement the Position Description Management (PDM) system.  Transition activities are scheduled in line with the major phases in the overall Project schedule.  You should consider these Guidelines as the base for a more Center-specific plan that you may choose to create.

Center Pre-Rollout

March - April

1. Begin communications and marketing activities to the Human Resources (HR) staff, NASA supervisors, NASA managers, equal opportunity office (EEO), and senior management briefings.  Stakeholder buy-in is critical to the successful implementation of the PDM system.  The Agency Process Team (APT) member can offer courtesy briefings to unions, EEO representatives, and other groups identified by your Center.  The Pilot Center will share its materials for customization.

2. Develop and implement a more detailed transition plan tailored to your Center to set a clear path to a successful implementation.  Your plan should include specific activities to be accomplished at your Center (including specific change management activities), a timeline to accomplish those activities, and persons responsible for performing activities and tasks.

3. Engage the Implementation Support Team’s (IST) Change Management and Information Technology team members.  These are the key players needed to work the critical issues for rollout and to support the Agency Process Team member.  The team needs to take an integrated approach to rollout while assuming individual assignments and responsibility for critical activities.

May 1  (2 months before rollout)

1. Identify necessary changes in your Center’s business processes and workflows to support the PDM system.  Review the APTs Agency workflow documentation to validate Center fit.  Identify any gaps between Agency workflows and Center needs, and devise a strategy to address the gaps.

2. Identify PDM users (supervisors, managers, and HR staff) who will actually use the PDM system.  These users will require system Ids and password to receive training and to operate the system after implementation.

3. Continued engage of IST to collect information and status on their activities at specific intervals to ensure the Project is on track.

4. Continue communications and marketing activities, including briefings and meetings.  This ongoing activity will help ensure a successful rollout.

5. Identify and schedule training facilities for up to three days of hands-on system training.

June 3 (1 month before rollout)

1. Accelerate/expand communications and marketing activities

2. Identify Center-specific requirements.  Review system configuration, report capabilities, and other requirements.  Identify any gaps with your Center-specific needs and devise a plan to address these gaps.

June 24  (1 week before rollout)

1. Complete the readiness checklist provided to your Center.

2. Prepare your Center’s Information Technology (IT) staff.  While the PDM system does not require substantial Center IT support, the IT staff will need to understand their role in validating internet connectivity, browser requirements, and other desktop configuration items.

3. HR demos and pre-briefs.  It is key to provide the HR community with a thorough understanding of the PDM system, how it works, and what it does and does not do.  It is this HR community that will need to provide help to supervisors and managers as they begin training on and using the system.

Center Rollout

July 1 (Rollout Week)

1. Training – The first three days of rollout week will include training HR staff, supervisors, and managers.  Training will be provided by Avue technologies.

2. Ensure that communications within your Center are continued throughout rollout week.

3. Implement business process and workflow changes that you have already identified.

4. Validate desktop Internet access and browser versions.

5. Certify test readiness

6. Run test cases.  This consists of accessing the PDM system via the Internet, executing scenarios that fully utilize revised workflows and business processes, and validating desktop configuration.

7. Certify operational readiness.  Evaluate the results of testing to verify that the system meets functional requirements.

3 weeks after rollout

1. Report issues/concerns to System Administrator or the Functional Lead.

NASA Position Description Management Project

GRC Center Transition Guidelines

The following Guidelines depict the activities that must be completed by your Center in order to implement the Position Description Management (PDM) system.  Transition activities are scheduled in line with the major phases in the overall Project schedule.  You should consider these Guidelines as the base for a more Center-specific plan that you may choose to create.

Center Pre-Rollout

March - April

1. Begin communications and marketing activities to the Human Resources (HR) staff, NASA supervisors, NASA managers, equal opportunity office (EEO), and senior management briefings.  Stakeholder buy-in is critical to the successful implementation of the PDM system.  The Agency Process Team (APT) member can offer courtesy briefings to unions, EEO representatives, and other groups identified by your Center.  The Pilot Center will share its materials for customization.

2. Develop and implement a more detailed transition plan tailored to your Center to set a clear path to a successful implementation.  Your plan should include specific activities to be accomplished at your Center (including specific change management activities), a timeline to accomplish those activities, and persons responsible for performing activities and tasks.

3. Engage the Implementation Support Team’s (IST) Change Management and Information Technology team members.  These are the key players needed to work the critical issues for rollout and to support the Agency Process Team member.  The team needs to take an integrated approach to rollout while assuming individual assignments and responsibility for critical activities.

May 6  (2 months before rollout)

1. Identify necessary changes in your Center’s business processes and workflows to support the PDM system.  Review the APTs Agency workflow documentation to validate Center fit.  Identify any gaps between Agency workflows and Center needs, and devise a strategy to address the gaps.

2. Identify PDM users (supervisors, managers, and HR staff) who will actually use the PDM system.  These users will require system Ids and password to receive training and to operate the system after implementation.

3. Continued engage of IST to collect information and status on their activities at specific intervals to ensure the Project is on track.

4. Continue communications and marketing activities, including briefings and meetings.  This ongoing activity will help ensure a successful rollout.

5. Identify and schedule training facilities for up to three days of hands-on system training.

June 10 (1 month before rollout)

1. Accelerate/expand communications and marketing activities

2. Identify Center-specific requirements.  Review system configuration, report capabilities, and other requirements.  Identify any gaps with your Center-specific needs and devise a plan to address these gaps.

July 1  (1 week before rollout)

4. Complete the readiness checklist provided to your Center.

5. Prepare your Center’s Information Technology (IT) staff.  While the PDM system does not require substantial Center IT support, the IT staff will need to understand their role in validating internet connectivity, browser requirements, and other desktop configuration items.

6. HR demos and pre-briefs.  It is key to provide the HR community with a thorough understanding of the PDM system, how it works, and what it does and does not do.  It is this HR community that will need to provide help to supervisors and managers as they begin training on and using the system.

Center Rollout

July 8 (Rollout Week)

1. Training – The first three days of rollout week will include training HR staff, supervisors, and managers.  Training will be provided by Avue technologies.

2. Ensure that communications within your Center are continued throughout rollout week.

3. Implement business process and workflow changes that you have already identified.

4. Validate desktop Internet access and browser versions.

5. Certify test readiness

6. Run test cases.  This consists of accessing the PDM system via the Internet, executing scenarios that fully utilize revised workflows and business processes, and validating desktop configuration.

7. Certify operational readiness.  Evaluate the results of testing to verify that the system meets functional requirements.

3 weeks after rollout

1. Report issues/concerns to System Administrator or the Functional Lead.

NASA Position Description Management Project

SSC Center Transition Guidelines

The following Guidelines depict the activities that must be completed by your Center in order to implement the Position Description Management (PDM) system.  Transition activities are scheduled in line with the major phases in the overall Project schedule.  You should consider these Guidelines as the base for a more Center-specific plan that you may choose to create.

Center Pre-Rollout

March – May 10

1. Begin communications and marketing activities to the Human Resources (HR) staff, NASA supervisors, NASA managers, equal opportunity office (EEO), and senior management briefings.  Stakeholder buy-in is critical to the successful implementation of the PDM system.  The Agency Process Team (APT) member can offer courtesy briefings to unions, EEO representatives, and other groups identified by your Center.  The Pilot Center will share its materials for customization.

2. Develop and implement a more detailed transition plan tailored to your Center to set a clear path to a successful implementation.  Your plan should include specific activities to be accomplished at your Center (including specific change management activities), a timeline to accomplish those activities, and persons responsible for performing activities and tasks.

3. Engage the Implementation Support Team’s (IST) Change Management and Information Technology team members.  These are the key players needed to work the critical issues for rollout and to support the Agency Process Team member.  The team needs to take an integrated approach to rollout while assuming individual assignments and responsibility for critical activities.

May 13  (2 months before rollout)

1. Identify necessary changes in your Center’s business processes and workflows to support the PDM system.  Review the APTs Agency workflow documentation to validate Center fit.  Identify any gaps between Agency workflows and Center needs, and devise a strategy to address the gaps.

2. Identify PDM users (supervisors, managers, and HR staff) who will actually use the PDM system.  These users will require system Ids and password to receive training and to operate the system after implementation.

3. Continued engage of IST to collect information and status on their activities at specific intervals to ensure the Project is on track.

4. Continue communications and marketing activities, including briefings and meetings.  This ongoing activity will help ensure a successful rollout.

5. Identify and schedule training facilities for up to three days of hands-on system training.

June 17 (1 month before rollout)

1. Accelerate/expand communications and marketing activities

2. Identify Center-specific requirements.  Review system configuration, report capabilities, and other requirements.  Identify any gaps with your Center-specific needs and devise a plan to address these gaps.

July 8  (1 week before rollout)

1. Complete the readiness checklist provided to your Center.

2. Prepare your Center’s Information Technology (IT) staff.  While the PDM system does not require substantial Center IT support, the IT staff will need to understand their role in validating internet connectivity, browser requirements, and other desktop configuration items.

3. HR demos and pre-briefs.  It is key to provide the HR community with a thorough understanding of the PDM system, how it works, and what it does and does not do.  It is this HR community that will need to provide help to supervisors and managers as they begin training on and using the system.

Center Rollout

July 15 (Rollout Week)

1. Training – The first three days of rollout week will include training HR staff, supervisors, and managers.  Training will be provided by Avue technologies.

2. Ensure that communications within your Center are continued throughout rollout week.

3. Implement business process and workflow changes that you have already identified.

4. Validate desktop Internet access and browser versions.

5. Certify test readiness

6. Run test cases.  This consists of accessing the PDM system via the Internet, executing scenarios that fully utilize revised workflows and business processes, and validating desktop configuration.

7. Certify operational readiness.  Evaluate the results of testing to verify that the system meets functional requirements.

3 weeks after rollout

1. Report issues/concerns to System Administrator or the Functional Lead.

NASA Position Description Management Project

LaRC Center Transition Guidelines

The following Guidelines depict the activities that must be completed by your Center in order to implement the Position Description Management (PDM) system.  Transition activities are scheduled in line with the major phases in the overall Project schedule.  You should consider these Guidelines as the base for a more Center-specific plan that you may choose to create.

Center Pre-Rollout

March – May 17

1. Begin communications and marketing activities to the Human Resources (HR) staff, NASA supervisors, NASA managers, equal opportunity office (EEO), and senior management briefings.  Stakeholder buy-in is critical to the successful implementation of the PDM system.  The Agency Process Team (APT) member can offer courtesy briefings to unions, EEO representatives, and other groups identified by your Center.  The Pilot Center will share its materials for customization.

2. Develop and implement a more detailed transition plan tailored to your Center to set a clear path to a successful implementation.  Your plan should include specific activities to be accomplished at your Center (including specific change management activities), a timeline to accomplish those activities, and persons responsible for performing activities and tasks.

3. Engage the Implementation Support Team’s (IST) Change Management and Information Technology team members.  These are the key players needed to work the critical issues for rollout and to support the Agency Process Team member.  The team needs to take an integrated approach to rollout while assuming individual assignments and responsibility for critical activities.

May 22  (2 months before rollout)

1. Identify necessary changes in your Center’s business processes and workflows to support the PDM system.  Review the APTs Agency workflow documentation to validate Center fit.  Identify any gaps between Agency workflows and Center needs, and devise a strategy to address the gaps.

2. Identify PDM users (supervisors, managers, and HR staff) who will actually use the PDM system.  These users will require system Ids and password to receive training and to operate the system after implementation.

3. Continued engage of IST to collect information and status on their activities at specific intervals to ensure the Project is on track.

4. Continue communications and marketing activities, including briefings and meetings.  This ongoing activity will help ensure a successful rollout.

5. Identify and schedule training facilities for up to three days of hands-on system training.

June 24 (1 month before rollout)

1. Accelerate/expand communications and marketing activities

2. Identify Center-specific requirements.  Review system configuration, report capabilities, and other requirements.  Identify any gaps with your Center-specific needs and devise a plan to address these gaps.

July 15  (1 week before rollout)

1. Complete the readiness checklist provided to your Center.

2. Prepare your Center’s Information Technology (IT) staff.  While the PDM system does not require substantial Center IT support, the IT staff will need to understand their role in validating internet connectivity, browser requirements, and other desktop configuration items.

3. HR demos and pre-briefs.  It is key to provide the HR community with a thorough understanding of the PDM system, how it works, and what it does and does not do.  It is this HR community that will need to provide help to supervisors and managers as they begin training on and using the system.

Center Rollout

July 22 (Rollout Week)

1. Training – The first three days of rollout week will include training HR staff, supervisors, and managers.  Training will be provided by Avue technologies.

2. Ensure that communications within your Center are continued throughout rollout week.

3. Implement business process and workflow changes that you have already identified.

4. Validate desktop Internet access and browser versions.

5. Certify test readiness

6. Run test cases.  This consists of accessing the PDM system via the Internet, executing scenarios that fully utilize revised workflows and business processes, and validating desktop configuration.

7. Certify operational readiness.  Evaluate the results of testing to verify that the system meets functional requirements.

3 weeks after rollout

1. Report issues/concerns to System Administrator or the Functional Lead.

NASA Position Description Management Project

MSFC Center Transition Guidelines

The following Guidelines depict the activities that must be completed by your Center in order to implement the Position Description Management (PDM) system.  Transition activities are scheduled in line with the major phases in the overall Project schedule.  You should consider these Guidelines as the base for a more Center-specific plan that you may choose to create.

Center Pre-Rollout

March – May 24

1. Begin communications and marketing activities to the Human Resources (HR) staff, NASA supervisors, NASA managers, equal opportunity office (EEO), and senior management briefings.  Stakeholder buy-in is critical to the successful implementation of the PDM system.  The Agency Process Team (APT) member can offer courtesy briefings to unions, EEO representatives, and other groups identified by your Center.  The Pilot Center will share its materials for customization.

2. Develop and implement a more detailed transition plan tailored to your Center to set a clear path to a successful implementation.  Your plan should include specific activities to be accomplished at your Center (including specific change management activities), a timeline to accomplish those activities, and persons responsible for performing activities and tasks.

3. Engage the Implementation Support Team’s (IST) Change Management and Information Technology team members.  These are the key players needed to work the critical issues for rollout and to support the Agency Process Team member.  The team needs to take an integrated approach to rollout while assuming individual assignments and responsibility for critical activities.

May 27  (2 months before rollout)

1. Identify necessary changes in your Center’s business processes and workflows to support the PDM system.  Review the APTs Agency workflow documentation to validate Center fit.  Identify any gaps between Agency workflows and Center needs, and devise a strategy to address the gaps.

2. Identify PDM users (supervisors, managers, and HR staff) who will actually use the PDM system.  These users will require system Ids and password to receive training and to operate the system after implementation.

3. Continued engage of IST to collect information and status on their activities at specific intervals to ensure the Project is on track.

4. Continue communications and marketing activities, including briefings and meetings.  This ongoing activity will help ensure a successful rollout.

5. Identify and schedule training facilities for up to three days of hands-on system training.

June 24 (1 month before rollout)

1. Accelerate/expand communications and marketing activities

2. Identify Center-specific requirements.  Review system configuration, report capabilities, and other requirements.  Identify any gaps with your Center-specific needs and devise a plan to address these gaps.

July 22  (1 week before rollout)

1. Complete the readiness checklist provided to your Center.

2. Prepare your Center’s Information Technology (IT) staff.  While the PDM system does not require substantial Center IT support, the IT staff will need to understand their role in validating internet connectivity, browser requirements, and other desktop configuration items.

3. HR demos and pre-briefs.  It is key to provide the HR community with a thorough understanding of the PDM system, how it works, and what it does and does not do.  It is this HR community that will need to provide help to supervisors and managers as they begin training on and using the system.

Center Rollout

July 29 (Rollout Week)

1. Training – The first three days of rollout week will include training HR staff, supervisors, and managers.  Training will be provided by Avue technologies.

2. Ensure that communications within your Center are continued throughout rollout week.

3. Implement business process and workflow changes that you have already identified.

4. Validate desktop Internet access and browser versions.

5. Certify test readiness

6. Run test cases.  This consists of accessing the PDM system via the Internet, executing scenarios that fully utilize revised workflows and business processes, and validating desktop configuration.

7. Certify operational readiness.  Evaluate the results of testing to verify that the system meets functional requirements.

3 weeks after rollout

1. Report issues/concerns to System Administrator or the Functional Lead.

NASA Position Description Management Project

KSC Center Transition Guidelines

The following Guidelines depict the activities that must be completed by your Center in order to implement the Position Description Management (PDM) system.  Transition activities are scheduled in line with the major phases in the overall Project schedule.  You should consider these Guidelines as the base for a more Center-specific plan that you may choose to create.

Center Pre-Rollout

March - May

1. Begin communications and marketing activities to the Human Resources (HR) staff, NASA supervisors, NASA managers, equal opportunity office (EEO), and senior management briefings.  Stakeholder buy-in is critical to the successful implementation of the PDM system.  The Agency Process Team (APT) member can offer courtesy briefings to unions, EEO representatives, and other groups identified by your Center.  The Pilot Center will share its materials for customization.

2. Develop and implement a more detailed transition plan tailored to your Center to set a clear path to a successful implementation.  Your plan should include specific activities to be accomplished at your Center (including specific change management activities), a timeline to accomplish those activities, and persons responsible for performing activities and tasks.

3. Engage the Implementation Support Team’s (IST) Change Management and Information Technology team members.  These are the key players needed to work the critical issues for rollout and to support the Agency Process Team member.  The team needs to take an integrated approach to rollout while assuming individual assignments and responsibility for critical activities.

June 3  (2 months before rollout)

1. Identify necessary changes in your Center’s business processes and workflows to support the PDM system.  Review the APTs Agency workflow documentation to validate Center fit.  Identify any gaps between Agency workflows and Center needs, and devise a strategy to address the gaps.

2. Identify PDM users (supervisors, managers, and HR staff) who will actually use the PDM system.  These users will require system Ids and password to receive training and to operate the system after implementation.

3. Continued engage of IST to collect information and status on their activities at specific intervals to ensure the Project is on track.

4. Continue communications and marketing activities, including briefings and meetings.  This ongoing activity will help ensure a successful rollout.

5. Identify and schedule training facilities for up to three days of hands-on system training.

July 1  (1 month before rollout)

1. Accelerate/expand communications and marketing activities

2. Identify Center-specific requirements.  Review system configuration, report capabilities, and other requirements.  Identify any gaps with your Center-specific needs and devise a plan to address these gaps.

July 29  (1 week before rollout)

1. Complete the readiness checklist provided to your Center.

2. Prepare your Center’s Information Technology (IT) staff.  While the PDM system does not require substantial Center IT support, the IT staff will need to understand their role in validating internet connectivity, browser requirements, and other desktop configuration items.

3. HR demos and pre-briefs.  It is key to provide the HR community with a thorough understanding of the PDM system, how it works, and what it does and does not do.  It is this HR community that will need to provide help to supervisors and managers as they begin training on and using the system.

Center Rollout

August 5 (Rollout Week)

1. Training – The first three days of rollout week will include training HR staff, supervisors, and managers.  Training will be provided by Avue technologies.

2. Ensure that communications within your Center are continued throughout rollout week.

3. Implement business process and workflow changes that you have already identified.

4. Validate desktop Internet access and browser versions.

5. Certify test readiness

6. Run test cases.  This consists of accessing the PDM system via the Internet, executing scenarios that fully utilize revised workflows and business processes, and validating desktop configuration.

7. Certify operational readiness.  Evaluate the results of testing to verify that the system meets functional requirements.

3 weeks after rollout

1. Report issues/concerns to System Administrator or the Functional Lead.

NASA Position Description Management Project

ARC Center Transition Guidelines

The following Guidelines depict the activities that must be completed by your Center in order to implement the Position Description Management (PDM) system.  Transition activities are scheduled in line with the major phases in the overall Project schedule.  You should consider these Guidelines as the base for a more Center-specific plan that you may choose to create.

Center Pre-Rollout

March – June 7

1. Begin communications and marketing activities to the Human Resources (HR) staff, NASA supervisors, NASA managers, equal opportunity office (EEO), and senior management briefings.  Stakeholder buy-in is critical to the successful implementation of the PDM system.  The Agency Process Team (APT) member can offer courtesy briefings to unions, EEO representatives, and other groups identified by your Center.  The Pilot Center will share its materials for customization.

2. Develop and implement a more detailed transition plan tailored to your Center to set a clear path to a successful implementation.  Your plan should include specific activities to be accomplished at your Center (including specific change management activities), a timeline to accomplish those activities, and persons responsible for performing activities and tasks.

3. Engage the Implementation Support Team’s (IST) Change Management and Information Technology team members.  These are the key players needed to work the critical issues for rollout and to support the Agency Process Team member.  The team needs to take an integrated approach to rollout while assuming individual assignments and responsibility for critical activities.

June 10  (2 months before rollout)

1. Identify necessary changes in your Center’s business processes and workflows to support the PDM system.  Review the APTs Agency workflow documentation to validate Center fit.  Identify any gaps between Agency workflows and Center needs, and devise a strategy to address the gaps.

2. Identify PDM users (supervisors, managers, and HR staff) who will actually use the PDM system.  These users will require system Ids and password to receive training and to operate the system after implementation.

3. Continued engage of IST to collect information and status on their activities at specific intervals to ensure the Project is on track.

4. Continue communications and marketing activities, including briefings and meetings.  This ongoing activity will help ensure a successful rollout.

5. Identify and schedule training facilities for up to three days of hands-on system training.

July 15  (1 month before rollout)

1. Accelerate/expand communications and marketing activities

2. Identify Center-specific requirements.  Review system configuration, report capabilities, and other requirements.  Identify any gaps with your Center-specific needs and devise a plan to address these gaps.

August 5  (1 week before rollout)

1. Complete the readiness checklist provided to your Center.

2. Prepare your Center’s Information Technology (IT) staff.  While the PDM system does not require substantial Center IT support, the IT staff will need to understand their role in validating internet connectivity, browser requirements, and other desktop configuration items.

3. HR demos and pre-briefs.  It is key to provide the HR community with a thorough understanding of the PDM system, how it works, and what it does and does not do.  It is this HR community that will need to provide help to supervisors and managers as they begin training on and using the system.

Center Rollout

August 12 (Rollout Week)

1. Training – The first three days of rollout week will include training HR staff, supervisors, and managers.  Training will be provided by Avue technologies.

2. Ensure that communications within your Center are continued throughout rollout week.

3. Implement business process and workflow changes that you have already identified.

4. Validate desktop Internet access and browser versions.

5. Certify test readiness

6. Run test cases.  This consists of accessing the PDM system via the Internet, executing scenarios that fully utilize revised workflows and business processes, and validating desktop configuration.

7. Certify operational readiness.  Evaluate the results of testing to verify that the system meets functional requirements.

3 weeks after rollout

1. Report issues/concerns to System Administrator or the Functional Lead.

NASA Position Description Management Project

JSC Center Transition Guidelines

The following Guidelines depict the activities that must be completed by your Center in order to implement the Position Description Management (PDM) system.  Transition activities are scheduled in line with the major phases in the overall Project schedule.  You should consider these Guidelines as the base for a more Center-specific plan that you may choose to create.

Center Pre-Rollout

March – June 14

1. Begin communications and marketing activities to the Human Resources (HR) staff, NASA supervisors, NASA managers, equal opportunity office (EEO), and senior management briefings.  Stakeholder buy-in is critical to the successful implementation of the PDM system.  The Agency Process Team (APT) member can offer courtesy briefings to unions, EEO representatives, and other groups identified by your Center.  The Pilot Center will share its materials for customization.

2. Develop and implement a more detailed transition plan tailored to your Center to set a clear path to a successful implementation.  Your plan should include specific activities to be accomplished at your Center (including specific change management activities), a timeline to accomplish those activities, and persons responsible for performing activities and tasks.

3. Engage the Implementation Support Team’s (IST) Change Management and Information Technology team members.  These are the key players needed to work the critical issues for rollout and to support the Agency Process Team member.  The team needs to take an integrated approach to rollout while assuming individual assignments and responsibility for critical activities.

June 17  (2 months before rollout)

1. Identify necessary changes in your Center’s business processes and workflows to support the PDM system.  Review the APTs Agency workflow documentation to validate Center fit.  Identify any gaps between Agency workflows and Center needs, and devise a strategy to address the gaps.

2. Identify PDM users (supervisors, managers, and HR staff) who will actually use the PDM system.  These users will require system Ids and password to receive training and to operate the system after implementation.

3. Continued engage of IST to collect information and status on their activities at specific intervals to ensure the Project is on track.

4. Continue communications and marketing activities, including briefings and meetings.  This ongoing activity will help ensure a successful rollout.

5. Identify and schedule training facilities for up to three days of hands-on system training.

July 22  (1 month before rollout)

1. Accelerate/expand communications and marketing activities

2. Identify Center-specific requirements.  Review system configuration, report capabilities, and other requirements.  Identify any gaps with your Center-specific needs and devise a plan to address these gaps.

August 12  (1 week before rollout)

1. Complete the readiness checklist provided to your Center.

2. Prepare your Center’s Information Technology (IT) staff.  While the PDM system does not require substantial Center IT support, the IT staff will need to understand their role in validating internet connectivity, browser requirements, and other desktop configuration items.

3. HR demos and pre-briefs.  It is key to provide the HR community with a thorough understanding of the PDM system, how it works, and what it does and does not do.  It is this HR community that will need to provide help to supervisors and managers as they begin training on and using the system.

Center Rollout

August 19 (Rollout Week)

1. Training – The first three days of rollout week will include training HR staff, supervisors, and managers.  Training will be provided by Avue technologies.

2. Ensure that communications within your Center are continued throughout rollout week.

3. Implement business process and workflow changes that you have already identified.

4. Validate desktop Internet access and browser versions.

5. Certify test readiness

6. Run test cases.  This consists of accessing the PDM system via the Internet, executing scenarios that fully utilize revised workflows and business processes, and validating desktop configuration.

7. Certify operational readiness.  Evaluate the results of testing to verify that the system meets functional requirements.

3 weeks after rollout

1. Report issues/concerns to System Administrator or the Functional Lead.

NASA Position Description Management Project

DFRC Center Transition Guidelines

The following Guidelines depict the activities that must be completed by your Center in order to implement the Position Description Management (PDM) system.  Transition activities are scheduled in line with the major phases in the overall Project schedule.  You should consider these Guidelines as the base for a more Center-specific plan that you may choose to create.

Center Pre-Rollout

March – June 21

1. Begin communications and marketing activities to the Human Resources (HR) staff, NASA supervisors, NASA managers, equal opportunity office (EEO), and senior management briefings.  Stakeholder buy-in is critical to the successful implementation of the PDM system.  The Agency Process Team (APT) member can offer courtesy briefings to unions, EEO representatives, and other groups identified by your Center.  The Pilot Center will share its materials for customization.

2. Develop and implement a more detailed transition plan tailored to your Center to set a clear path to a successful implementation.  Your plan should include specific activities to be accomplished at your Center (including specific change management activities), a timeline to accomplish those activities, and persons responsible for performing activities and tasks.

3. Engage the Implementation Support Team’s (IST) Change Management and Information Technology team members.  These are the key players needed to work the critical issues for rollout and to support the Agency Process Team member.  The team needs to take an integrated approach to rollout while assuming individual assignments and responsibility for critical activities.

June 24  (2 months before rollout)

1. Identify necessary changes in your Center’s business processes and workflows to support the PDM system.  Review the APTs Agency workflow documentation to validate Center fit.  Identify any gaps between Agency workflows and Center needs, and devise a strategy to address the gaps.

2. Identify PDM users (supervisors, managers, and HR staff) who will actually use the PDM system.  These users will require system Ids and password to receive training and to operate the system after implementation.

3. Continued engage of IST to collect information and status on their activities at specific intervals to ensure the Project is on track.

4. Continue communications and marketing activities, including briefings and meetings.  This ongoing activity will help ensure a successful rollout.

5. Identify and schedule training facilities for up to three days of hands-on system training.

July 29  (1 month before rollout)

1. Accelerate/expand communications and marketing activities

2. Identify Center-specific requirements.  Review system configuration, report capabilities, and other requirements.  Identify any gaps with your Center-specific needs and devise a plan to address these gaps.

August 19  (1 week before rollout)

1. Complete the readiness checklist provided to your Center.

2. Prepare your Center’s Information Technology (IT) staff.  While the PDM system does not require substantial Center IT support, the IT staff will need to understand their role in validating internet connectivity, browser requirements, and other desktop configuration items.

3. HR demos and pre-briefs.  It is key to provide the HR community with a thorough understanding of the PDM system, how it works, and what it does and does not do.  It is this HR community that will need to provide help to supervisors and managers as they begin training on and using the system.

Center Rollout

August 26 (Rollout Week)

1. Training – The first three days of rollout week will include training HR staff, supervisors, and managers.  Training will be provided by Avue technologies.

2. Ensure that communications within your Center are continued throughout rollout week.

3. Implement business process and workflow changes that you have already identified.

4. Validate desktop Internet access and browser versions.

5. Certify test readiness

6. Run test cases.  This consists of accessing the PDM system via the Internet, executing scenarios that fully utilize revised workflows and business processes, and validating desktop configuration.

7. Certify operational readiness.  Evaluate the results of testing to verify that the system meets functional requirements.

3 weeks after rollout

1. Report issues/concerns to System Administrator or the Functional Lead.

