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Last update: March 13th 2023

Introduction
It is of paramount importance to follow the steps included in this document to ensure a successful launch or migration to your new system. This is a generic document and some steps may not apply to the current project, therefore, if you identify specific action items to be defined please raise them to your Fimble PM in advance in case they need to be taken also under consideration.

The launch is actually split into the following 3 phases:

 (
Pre-
Launch
) (
Launch
) (
Post-
Launch
)






Each phase includes a checklist that will guide you to ensure not only the preparation is in place but also that it has been communicated properly to all parties involved, internally and externally.

This document will need to be submitted to your Fimble PM by completing the following information:

★ Answer only the first checklist with either DONE or N/A for items that do not apply to your project.
★ Certain action items on the checklist A are marked with [image: ]. These require additional information on the following Appendix A for any action items that are applicable.
★ Fill in the last Acknowledge page with your information.

Pre-Launch Checklist A




	Pre-Launch Checklist
	DONE
	N/A

	A1. Define stakeholders [image: ]
	
	

	Define key stakeholders or leaders in your company who need to be aware of the rollout plan and communicate the rollout plan accordingly.

	A2. Define the rollout plan [image: ]
	
	

	The plan may consist of a friends & family, soft launch, launch or split between phases. Dates should be based on feedback from management, marketing & operations as well as your Fimble PM.

	A3. Staﬀ training
	
	

	Staﬀ is trained on the modules they will use for at least the first 2 weeks after launch.

	A4. Admin onboarding
	
	

	Administrators are trained on the modules they will use for at least the first 2 weeks after launch.

	A5. UAT completion
	
	

	UAT is completed internally, submitted to Fimble, applied to live environment and validated internally.

	A6. Prepare rollout announcements
	
	

	Internal preparation of any announcements internally or externally, also including possible notification to consumers and mobile application users.

	A7. Third party involvement
	
	

	Communication to any third parties involved including vendors and partners that need to be aware of the launch.

	A8. Domain name or developer account control
	
	

	Confirm you have access to the domain name control panel or the developer account control panel for the website and/or mobile apps respectively as it may be required to perform configuration changes during the Launch phase.

	A9. Mobile application release
	
	

	Mobile applications have been approved by Apple, Google and/or Huawei and are in status "Pending developer release".

	A10. Email accounts [image: ]
	
	

	Define if current infrastructure hosts your email accounts and whether will be included in the migration together with detailed information with each account.



	Pre-Launch Checklist
	DONE
	N/A

	A11. User accounts
	
	

	Define teams, access levels and users based on training and the user manual in the application Users located in the administration platform, for both staﬀ and administrators and communicate their account credentials internally.

	A12. Hardware setup
	
	

	Required hardware is supplied, installed, configured and tested.

	A13. Data migration
	
	

	Data that need to be migrated has been submitted, completed, and verified internally.

	A14. Staﬀ availability
	
	

	Staﬀ participating in launch (e.g. store staﬀ, call center etc.) is notified for the launch, be available and ready to actively and willingly participate in the process where needed.

	A15. Admin availability
	
	

	Administrators participating in launch (e.g. IT admin, PM etc.) are notified for the launch, be available even oﬀ-hours and ready to actively and willingly participate in the process where needed.

	A16. 3rd party availability
	
	

	3rd parties participating in launch (e.g. other software vendors.) are notified for the launch, be available even oﬀ-hours and ready to actively and willingly participate in the process where needed.






[image: ] Provide additional information in Appendix A.

Pre-Launch Appendix A




	Pre-Launch Appendix [image: ]

	A1. Define stakeholders

	These are team members who will be actively participating in all 3 launch phases.

	

	

	A2. Define the rollout plan

	Define the plan e.g. friends & family, soft launch, launch or split between phases, with dates. First date should be the least busy day of your week excluding Friday, Saturday & Sunday.

	

	

	A10. Email accounts

	Define the requirements of your email accounts. This includes accounts, account types, forwarders, quota, auto-replies. Passwords will be reset post-launch.



	Pre-Launch Appendix [image: ]

	

	

	A0. Additional comments

	Please provide any additional comments or action items that should be included.

	



Launch Checklist B

This checklist is for internal use only and its submission is not required.



	Pre-Launch Checklist
	DONE
	N/A

	B1. Data migration & Third-party applications
	
	

	After final migration, at the end of last business day, data needs to be verified internally.

There are also some third-party applications that should be updated before launching to the new domain name. Make sure that:
· The google API key created also includes and be restricted to the new domain name so the
google maps work without issues.
· A new mandrill key should be created and verified on the DNS level for the new domain name so the transactional emails work without issues.
· Replace the old domain name with the new domain name in both Fimble system and any third- party applications that need the new domain in order to be connected to Fimble system.

	B2. Domain name transfer or resetting your default A & CNAME DNS records
	
	

	1) Transfer domain to the new Name servers in case you are controlling the domain control panel. Default name servers are Primary: NS1.IPROJECTWEB.COM & Secondary: NS2.IPROJECTWEB.COM unless stated otherwise. Important note: Domain transfer may take up to 48 hours for the DNS changes to propagate to all ISPs.

2) Alternatively, the DNS records of your domain should be updated, such as A and CNAME records to make sure that your domain is mapped to the correct website.
· An A Record (Address Record) points a domain name (e.g. yourdomain.com) to Fimble’s IP address.
· A CNAME (Canonical Name) record specifies that a domain name is an alias of another domain name.

To connect a domain to Fimble, setup the DNS records as follows:
· For yourdomain.com, create an A record that points to Fimble’s IP address (ask the system administrator for the live IP address before launching)
· For www.yourdomain.com, create a CNAME record that points to: yourdomain.com

When you specify Time to Live (TTL) for the DNS records you are going to update, you should be aware of the following important factors:

If you are planning to make DNS changes as specified above, you should lower the TTL to 5 minutes (300 seconds) at least 24 hours in advance of making the changes. The lower the TTL, the sooner the cached record expires. This allows queries for the records to occur more frequently. After the changes are made, you are free to increase the TTL back to 24 hours.

	B3. Mobile application release
	
	

	Release applications in case you are controlling the developer accounts.



Post-Launch Checklist C

This checklist is for internal use only and its submission is not required.



	Pre-Launch Checklist
	DONE
	N/A

	C1. Monitoring
	
	

	Perform constant monitoring of all processes during the first hours after the launch.

	C2. Feedback collection
	
	

	Collect feedback from respective stakeholders (e.g. store managers, customer service etc.) and filter accordingly. Final feedback that is to be taken under consideration should be submitted to your Fimble PM on a daily basis.

	C3. Check analytics
	
	

	Check usage analytics for any unusual behaviour that should be communicated.

	C4. Email password reset
	
	

	Any default email passwords that were initially set should be reset.

	C5. Retire legacy system
	
	

	Consider retirement plan for any legacy systems.



Acknowledgement
After reading this document, please sign the form below and submit it to your Fimble PM.


The undersigned acknowledges that he/she has read and understands the entirety of this document before signing this form and any failure to provide this information on time or meet the checklist criteria may result in postponement of the launch date.







I have read and understood the above action items and its contents and I confirm the feedback provided.


Name 	


Signature 	 Date 	
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Any Questions?

Contact us: info@Fimble.io
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