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IMPLEMENTATION CHECKLIST & UNDERTAKING - FRONT OFFICE MANAGEMENT*
Date: ______________
 
Name of In-Charge: ________________________ Designation & Contact No. ____________________
Training Attended (Yes/No): ___________  My User id is working (Yes/No):_____________________
I have checked the software functionality with sample/live Data (Yes/No):______________________
 Note:  All the points to be verified by Module In-charge/School Authority.
	
Check list
	Status (Y/N)
	Implementation Consultant’s Remarks

	General Settings Done
	
	

	Hour Settings
	
	

	Allow appointment For Settings done
	
	

	Notifications Settings Done
	
	

	Visitor Tab Updated on the Website
	
	

	Staff Allotted for Appointment
	
	

	Guard url and Credentials created
	
	

	TRAINING POINTS

	General Settings
How to do the general Settings
How to Allow the staff for appointment
How to  set timings day for appointment
Set the mandatory details of the Form
How to do the notifications settings
Allow the same Access to different users (If Applicable)
	⬜ Excellent ⬜VeryGood ⬜Good ⬜Average

	Information Of Appointment Setup
Explanation of Difference Between Walk in and Check in In guard app
Detailed Form Filling Guidance
How to Accept or Reject the request received
How to check out after meeting
How to check the details
	⬜ Excellent ⬜ VeryGood ⬜  Good ⬜  Average


Remarks by Module in charge (also mention if issue/requirements): 
(Note: Requirements are the part of customization whose feasibility and delivery will be communicated separately by the e-Care Development and Support team. Implementation Executive is not empowered for any software customization. He is expected to understand and communicate the same to the Development and Support team with due approval of School authority).
____________________________________________________________________________
___________________________________________________________________________

 Remarks by Implementation Executive: 
____________________________________________________________________________
____________________________________________________________________________
DISCUSSION POINTS
 
___________________________________________________________________________
___________________________________________________________________________

Signature of Implementation Executive                                                     School Stamp
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