Client Upgrade Process Checklist
From Bob on Trello

The checklist below is the steps needed to set up the FYER workspace in Access.
FYER Prep Checklist
1. Open client’s “Final” saved name. On the 1st Year Equipment field, add a ~ right before the features on each machine. Be careful to preserve each feature. Verify features on copiers from surveys. Control + ‘ is not recommended for this as some copiers differ on features.
2. Delete old features such as “Digital” or “Add Fax Board”
3. Change contract expire date if mentioned in 1st Year Equipment
4. Press “Make New FYER” button. This will move everything from the proposed side to the present side.
5. Check volumes and CPCs from the latest Annual report for present equipment, then add 5% to CPCs
6. Add any additional machines to present side that were found during walk through. Serial numbers, CPCs, volumes from Fm Audit or average)
7. Generate spreadsheets from Fm Audit to calculate Volumes
8. Make sure the following fields are filled in: Present Features, Present Black CPC, Present Color CPC, Annual Volumes for both Present and Proposed need to match for both Black and Color, Life, Speed, Intro Date, Survey Date off the Survey
9. Forced Upgrade cost: Sort devices by present intro date, then mark devices that we cannot get another 5 years out of as “Trade”. Ex…2008 would come out in 2018 so if the upgrade takes place in 2014 five years from that date would carry you to 2019…so you would keep everything 2009 and newer.
10. If the device is a printer and is less than five years old then type in the ID # in the “Move To” field. If it is a copier and already in a low volume situation then we do the same. But if it is a High Volume copier then we would mark as Move
11. Skip to fill in Upgrade date
12. Present Budgeted Capital: Found in Annual report, done per building
13. Student Population: Found in Pam’s old database on the Dummer Server.
14. Volumes determine TBD speeds. <5,000 - 30-39 PPM,  5,000-15,000 - 40-49 PPM,  >15,000 - 50-59 PPM
15. Proposed Special Notes field filled out with Space requirements on 40-59 PPM Printers
