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Areas of Focus
 Project Team Training (Evaluation)
 Define Stakeholders  (End Users, Gold Clients) Training
 Pilot Group 
 Hardware Requirements & Other Pre-Requisites
 Testing and Sandbox
 Concurrent Projects (Hardware Refresh)
 Communication

 Team Meetings
 Stakeholders – Project Progress Update

 Schedule
 Project Schedule
 Training Schedule

 5 Stages of the Office 2007 Project Deployment
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Stage 1 - Verification
 Download Compatibility Pack

 Verify Pre-requisites

 Verify Third-Party Support

 Test, Then Deploy Compatibility Pack (Collaboration 
during upgrade)

 Identify Document Experts (Excel, Word, Access)

 Create Office 2007 Playground (Sandbox)

 Investigate All New Features (Know What Is No 
Longer Available)
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 Test Third Party & In-House Solutions in Office 2007

 Find the Feature Gaps

 Identify Lead Subject Matter Experts (Internal & 
External)

 Inventory  Current Desktop

 Jumpstart User Training (Workshops / Previews)

 Solicit User Requirements

 Work In “Compatibility Mode” 

Stage 1 - Verification
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Stage 2 - Planning
 Inventory Current State
 Build, Deploy “Playground” (Physical / Virtual)
 Download Microsoft Learning Tools
 Establish Goals and Tenets
 Identify Major Product users
 Alignment to Other Projects
 Develop Training  Initiatives
 Audit all Templates, Forms, Macros
 Menus/Customizations
 Is AutoText widely Used?
 How Can Styles be a Benefit?
 Establish Communication Portal (Sharepoint / Intranet)
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Stage 3 - Pilot
 Plan More Than One
 IT Pilots (with Scope)
 User Pilots (with Scope)
 Leverage SharePoint or Other Collaboration Tool
 Identify Diverse Group
 Identify What Users Should Expect
 Communicate Goals to Pilot Group
 Identify Deployment Approach
 Acquire and Test Hotfixes, Updates
 Quality Control
 External Resources (Office 2007 Specialists)
 Internal Resources (Office 2007 Support Team)
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Stage 4 –Rollout & Training
 Firm Leadership

 Define Support Areas (When, Who, Where)

 Professionally Trained Staffing (Rollout and Training)

 Strong Empathy

 Problem Solvers 

 Enlist HR (for Resistant Users)

 Flexible Training Schedule
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Stage 5: Post Rollout
 Expect Positive & Negative Responses
 Solicit Feedback
 Answer Questions 
 Centralized “How to” Self Help Training Site
 Continuous Tips and Tricks
 Available Learning Materials (Office.Microsoft.com – Training 

and Videos)
 Engage Phase II Training (Advanced Training)
 Plan for the rest of Office

 OneNote
 Visio
 Communicator
 Groove ……….
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