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Attachment C 

 

Examples below are for 60 day project plan. Please identify resources who will lead each high level task 

in the plan (Example roles have been provided). More detail related to each high level task can be found 

in the scope document. 

1. HE Sender - 60 Day Activation and SSO Implementation Plan: 

Task Task Name Duration* Resources 

 Docufide Sender - Electronic Transcript Project  60 days  

1 Project Planning 7 days  

1.1 Kickoff Meeting 

• Introduction of Project Team 

• Scope Overview  

• Overview of Transcript Process & Discovery 

• Timeline 

1 day 

Parchment PM 

Institution Team 

1.2 Provide Technical Documentation 

• Installation Instructions 

• SSO Setup Guide 

• SFTP Setup Guide  

1 day 

Parchment PM 

1.3 Assign Resources 

• Business Owner 

• Technical Owner 

1 Day 

Institution PM 

2 Activation  35 days  

2.1 Technical Overview 

• Review Institution SIS configuration 

• Recommend deployment options 

• Provide technical details and documentation 

1 day 

Parchment Technical Resource 

Institution Technical Resource 

2.2 Install and Configure Service 

• Deployment Options vary per Institution 

o Install Docufide Print Driver 

o Configure SFTP Interface  

7 days 

Institution Technical Resource 

2.3 Generate Samples for Review   

2.3.1 Generate sample transcript input (from Institution to 

Parchment) for Parchment testing 
3 days 

Institution BA 

2.3.2 Provide Registrar Signature, Seal and Legend 2 days Institution BA 

2.3.3 Generate sample transcript output for Institution Review 7 days Parchment Technical Resource 

2.4 Deploy Single Sign-On (SSO) 

• Configure SSO  

• Test SSO 

7 days 

Institution Technical Resource 

2.5 Testing and Validation   

2.5.1 Transcript Output Testing 
3 days 

Parchment PM, Technical 

Institution Team 

2.5.2 End-to-End Testing 
2 days 

Parchment PM, Technical 

Institution Team 

3 Training  7 days  

3.1 Coordinate Administrative Training 
4 day 

Parchment PM 

Institution PM 
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3.2 Provide Training Class 1 day Parchment PM 

4 Launch 7 days  

4.1 Project Launch Planning 
4 days 

Parchment PM 

Institution PM 

4.2 Project Launch 
1 day 

Parchment PM 

Institution PM 

 

*Note: Durations are estimates and include allowances for time spent on analysis and review.  Actual time spent on 

project may be significantly less. Many tasks may be performed in parallel. 

 

 


