[image: image13.jpg]



[image: image1.wmf]
FedTraveler.com Implementation Plan
[image: image6.png]


Version 1.0
Submitted by EDS
January 26, 2004
Revision Chart

	Version
	Primary Author(s)
	Description of Version
	Date Completed

	1.0
	Reid Everly
	Initial delivery of FedTraveler.com Implementation Plan
	January 26, 2004

	
	
	
	


Approvals
We, the undersigned, accept this document as a stable work product to be placed under formal change control as described by the FedTraveler.com Configuration Management Plan.
	
	
	

	Sponsor
	
	Date

	
	
	

	Project Manager
	
	Date

	
	
	

	Leadership Team
	
	Date

	
	
	

	Stakeholder(s)
	
	Date


Table of ContentsiRevision Chart

Implementation Plan
1
1.0  Introduction
1
2.0  Implementation Activities
1
2.1  Implementation Services
1
2.2  Implementation Process
2
3.0  FedTraveler.com Agency Implementation WBS and Plan Overview
3
3.1  Implementation Planning
4
3.2  Implementation Plan Organization
6
3.3.  Preliminary Implementation Tasks
8
3.4  User Profile Requirements
9
3.5  Cost Center Requirements
12
3.6  Job Title Requirements
13
3.7  Approval Hierarchy Requirements
14
3.8  Network and Communications Review
15
3.9  Implementation Tasks
16
3.10  Client Agency Support
18
4.0  On-Site Implementation Support
18
5.0  Training
19
6.0 Data Integration and Information Management
19
6.1  Data Exchange
19
6.2  Integration Support
21
7.0  Customer Support
22
8.0  Outreach and Adoption Approach
22
8.1  Outreach Mission
22
8.2  The Right Message
22
8.3  The Right Product and Service
23
8.4  The Right Audience
23
9.0  Lessons Learned
23


Implementation Plan
1.0  Introduction

The magnitude of change the eTS initiative encompasses demands an insightful and rigorous approach to Implementation, Change Management, and Relationship Management. Because the travel service affects so many individuals in such a personal way, Government travelers have a level of anxiety and trepidation with respect to the proposed change.  EDS’ Implementation Plan, which incorporates its concepts for communication, outreach, and adoption addresses these issues and outlines its approach for a smooth transition to the enhanced service.  This plan provides users at all levels with the information, support, resources, and tools to maximize the benefits of the FedTraveler.com solution.

EDS’ approach to Implementation, Outreach and Adoption, and Relationship Management takes advantage of the strength of its team’s experience with the Government travel service, its expertise in implementation and project planning, and its proven capabilities in superior service support.  The combination of EDS’ expertise in program management, together with Zegato Solutions’ and Mil Corporations’ understanding and experience with the Government’s travel needs, provides the strongest possible foundation for the implementation of the electronic travel service.  In this plan, EDS provides a project plan that outlines the key elements that contribute to project success, all based on proven and practiced project management tools and experience in implementing eTravel programs.
2.0  Implementation Activities

The following are standard implementation services and activities that EDS will provide during the implementation of FedTraveler.com for Federal agencies.  The level of activity and the total scope of effort may be tailored to meet the specific needs of the client agency.  However, the overall implementation process addresses a standard set of activities to deploy FedTraveler.com in a manner that is consistent with eTravel Program Management Office (PMO) objectives.

2.1  Implementation Services 
At a minimum, EDS will provide the following services during an agency’s implementation of its FedTraveler.com solution:

· Host a kickoff meeting with agency officials to begin the planning process, explain the implementation process, provide templates for data conversion, and identify key integration and implementation challenges

· Provide agency-specific configuration of FedTraveler.com services, tailored to meet agency operational readiness and business requirements

· Provide a dedicated implementation team with technical and functional expertise during implementation and FedTraveler.com roll-out, including follow-on technical support

· Load agency-specific data into the FedTraveler.com system

· Identify and present a combination of just-in-time, online, role-based, and instructor-led training for agency users

· Provide technical leadership and partner with agency personnel to develop Integration Agreements that support data exchanges, interfaces with business systems, and testing of agency interfaces

· Provide a documented record of the agency-specific configuration of its version of FedTraveler.com  

2.2  Implementation Process

a.
EDS’ approach to FedTraveler.com implementation revolves around four central tasks:  program management, network and communications integration, service implementation, and acceptance testing. These tasks are defined as follows:

· Program Management – the process of determining and directing activities that are necessary to successfully complete FedTraveler.com system implementation 

· Network and Communications Integration – the process of verification and integration of Government network and communications links with EDS’ FedTraveler.com solution

· Service Implementation – the process of initiating service to an agency by loading data, establishing business rules, and training users

	Program Management Activities

	Execute program management methodology

	Identify staffing needs

	Conduct post-award coordination meeting

	Develop implementation plans

	Execute QA methodology

	Develop required deliverables

	Execute quality control processes


· Acceptance Testing – the process of reviewing the system to ascertain that it performs as promised, before allowing users live access to the system.

b.
The first step in completing the system implementation — and the key to its overall success — is program management.  The accompanying table shows EDS’ major program management tasks to be accomplished during the implementation of FedTraveler.com. EDS has identified these tasks as being essential to achieving the rapid implementation schedule that is necessary for program success.
c.
Upon task order award, EDS will schedule a Kickoff and Coordination Meeting with the client agency to discuss expectations, roles, and responsibilities and the logistics of implementation.  At the initial coordination meeting, EDS will review the scope of implementation with the Government, discuss service implementation expectations, agency responsibilities during implementation, required interfaces, and acceptance testing tasks.  In addition to scope review, EDS will identify points of contact (POCs) for the implementation process whom the client agency can contact. 

	Network and Communication Integration Activities

	Conduct site survey with the ordering agency

	Develop key interfaces

	Integrate with data warehouse

	Confirm network connectivity and compatibility

	Integrate other reference data sources

	Provide accommodation for Travel Management Centers (TMCs)

	Assist in and verify accuracy of logical data set up

	Configure logical organizations


d.
EDS’ network and communications integration activities provide connectivity with external Government systems to achieve a successful and rapid system implementation.  Typical FedTraveler.com network and communication integration activities are shown in the accompanying table.

e.
During the Network and Communications Integration phase, EDS coordinates with the ordering agency to define and execute the steps required to verify all network and communications links, hardware, and software.  Activities will be outlined in an integration template and will include a review of the network environment to confirm communications readiness and compatibility with FedTraveler.com.  In addition, EDS will verify that users have the appropriate equipment, authority, and connectivity to the network to use FedTraveler.com.
	Service Implementation Activities

	Identify required work, provide templates for agency data

	Obtain and load user data

	Test system components

	Test security environment

	Establish and test external connectivity

	Train user groups


f.
EDS’ service implementation activities include test and load data, accommodate interfaces, and train users to achieve a successful and rapid system implementation.  The major service implementation activities are shown in the accompanying table. 

g.
Typical steps involved in service implementation include planning, testing components, establishing the security environment, loading data into the system, training users, and establishing external connectivity and other interfaces.  The following paragraphs contain a more detailed description of specific FedTraveler.com activities.

h.
The FedTraveler.com implementation team is responsible for the initial set-up and configuration of logical organization(s) and approval chains and for providing user accounts.  To expedite the implementation and account activation process, EDS uses proprietary tools to mass-load user accounts with Government-provided data.  Data element requirements that are necessary to generate the aforementioned extract will be provided.  Data are subsequently layered with organization security profile data to establish user role-based access rights.  When entering the system for the first time, users will be prompted to provide additional information.  When the required information is supplied, FedTraveler.com will create a security cocoon to prevent intentional or inadvertent access to data and functionality not specifically associated with particular user roles.  This process facilitates the account or organization activation process, lessens the intrusion on individual users, fosters greater user acceptance, and expedites the implementation process.  
	Acceptance Testing Activities

	Develop test plan profiles

	Develop test plan data

	Conduct the test

	Document final configuration


i.
EDS’ acceptance testing activities facilitate joint planning and test execution to verify that FedTraveler.com is ready for successful and rapid deployment.  EDS’ acceptance testing activities are shown in the accompanying table.

j.
Acceptance testing begins after the completion of implementation and training.  EDS will conduct testing as quickly as possible because this step will establish user confidence that FedTraveler.com is ready to manage travel requirements in a manner that will reduce costs and increase traveler convenience.  Acceptance testing is a standard step in the team’s typical implementation process and focuses primarily on the data provided by the agency to the Implementation Team; it verifies that FedTraveler.com is configured with the appropriate business rules that have been established and approved by the agency during implementation.

3.0  FedTraveler.com Agency Implementation WBS and Plan Overview

The implementation of FedTraveler.com at an agency involves a series of events and tasks that are accomplished with agency and EDS collaboration.  This section presents an overview of EDS’ Implementation Plan (IP), which was developed to give an agency a detailed explanation of the tasks and activities involved in implementing FedTraveler.com.  Overall, the purpose of this IP is to:

· Foster communications about FedTraveler.com within an agency, among agency Program Offices, and with all members of the Implementation Team

· Provide a common framework for implementing FedTraveler.com throughout the agency

· Provide a basis for monitoring the implementation status

· Increase the probability of achieving a smooth and successful implementation at an agency while meeting the agency’s directives

This plan is based on sound project management objectives and principles.  It will be used in conjunction with project management tools, such as Microsoft Project, to facilitate the FedTraveler.com implementation.  In some cases, the IP includes steps to develop additional detailed plans.  These plans are “living” documents and are intended to develop working plans that document activities to accomplish the steps defined in the IP.

Changes to scope will be processed according to the change management process described in the Configuration Management Plan.  The Implementation Manager (or delegate) will be responsible for managing the change management process for implementations.

3.1  Implementation Planning
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Exhibit 3.1-1, Typical Agency FedTraveler.com Implementation, shows a typical implementation with major activities and milestones.  While the implementation time period may expand to accommodate a larger deployment, the sequence of events will remain the same.  Activities are structured in a manner to facilitate learning by agency users and assist the agency POC to gather the required legacy data for upload and testing.

Exhibit 3.1-1,  Typical Agency FedTraveler.com Implementation
The following table shows EDS’ Implementation Staffing Plan.  This plan encompasses the four implementation service levels that range from a user population of 500 to 120,000.  Also shown are the resources assigned by skill and a suggested number of train the trainer (TTT) classes and the substitution factor for directed instructor-led classes.
	Implementation Service Level
	A
	B
	C
	D (1)

	Total Users
	500
	2,000
	5,000
	120,000

	Students
	150
	450
	900
	2,400 

	Classes
	6
	18
	36
	96

	Implementation Timeline (in Days)
	60
	90
	120
	180

	Implementation Consultants:

	- Project Lead
	1
	1
	2
	4

	- Implement. Specialist
	1
	3
	4
	10

	- Trainer
	1
	2
	3
	8

	Total
	3
	6
	9
	22

	Train the Trainer(TTT) Substitution (2)

	TTT Classes (3)
	1
	1
	1
	1

	TTT Students
	1
	25
	25
	25

	Instructor-Led Classes
	5
	17
	35
	95

	Instructor-Led Students
	23
	275
	725
	2225


Notes:

1.
Numbers in Service Level D were assigned by EDS, whereas Service Levels A to C were given

2.
TTT substitution reflects the number of Instructor-Led Students remaining to be trained if a TTT class is selected

3.
TTT instruction is focused on the Introduction to FedTraveler.com  and the Travel Approver training

EDS’ usual approach to implementations is by phase or blocks, which can be sequential or concurrent, depending on agency requirements.  A phased approach provides several advantages, such as more efficient use of resources; increased collaboration between agency and EDS; support for a just-in-time training philosophy; and a smoother transition for agency users and managers.  By planning implementations in blocks or phases, the requirement for agency resources to gather legacy data and establish business rules can be better managed and the impact on agency resources minimized.

3.1.2  Sample Implementation 

The following illustration shows a sample implementation Work Breakdown Structure (WBS) for an implementation of FedTraveler.com.  Depending on a number of factors, such as agency size, number of travelers, and organizational structure, the WBS will be expanded to accommodate the scope of every implementation; however, each implementation will follow a similar process and include the milestones and steps included in the plan.  
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Task Name


Duration


Start


Finish


Resource Names


Predecessors


1


Task Order Award


0 days


Mon 8/11/03


Mon 8/11/03


GSA


2


Schedule Kick-Off Meeting


1 day


Mon 8/11/03


Mon 8/11/03


Team EDS


1


3


Schedule Data Exchange Meeting


1 day


Mon 8/11/03


Mon 8/11/03


Team EDS


1


4


Preliminary Implementation Task


17 days


Tue 8/19/03


Wed 9/10/03


GSA,Team EDS


5


Hold Kick-Off Meeting


1 day


Tue 8/19/03


Tue 8/19/03


GSA,Team EDS


2FS+5 days


6


Demonstration of FedTraveler


1 day


Tue 8/19/03


Tue 8/19/03


Team EDS


7


Define Roles and Responsibilities


1 day


Tue 8/19/03


Tue 8/19/03


GSA,Team EDS


8


Distribute Pre Implementation Readiness Guide


1 day


Tue 8/19/03


Tue 8/19/03


Team EDS


9


Prepare and Deliver Legacy Data for Conversion


14 days


Wed 8/20/03


Mon 9/8/03


GSA


10


User Data


14 days


Wed 8/20/03


Mon 9/8/03


Gov't


6,8


11


Cost Center Data


14 days


Wed 8/20/03


Mon 9/8/03


Gov't


6,8


12


Approval Data


14 days


Wed 8/20/03


Mon 9/8/03


Gov't


6,8


13


Travel Card Data


14 days


Wed 8/20/03


Mon 9/8/03


Gov't


6,8


14


TMC Data


14 days


Wed 8/20/03


Mon 9/8/03


Gov't


6,8


15


Travel Preferences


14 days


Wed 8/20/03


Mon 9/8/03


Gov't


6,8


16


Network & Communication Review


16 days


Wed 8/20/03


Wed 9/10/03


Team EDS


17


Schedule Site Survey


1 day


Wed 8/20/03


Wed 8/20/03


Team EDS


8


18


Conduct Site Survey


10 days


Thu 8/28/03


Wed 9/10/03


Team EDS


19


Confirm Network Connectivity for Users


1 day


Thu 8/28/03


Thu 8/28/03


Team EDS


17FS+5 days


20


Test Communication Systems


1 day


Fri 8/29/03


Fri 8/29/03


Team EDS


19


21


Prepare & Deliver Site Survey Report


4 days


Mon 9/1/03


Thu 9/4/03


Team EDS


20


22


Approval of Network & Communication System Readiness


4 days


Fri 9/5/03


Wed 9/10/03


Team EDS


21


23


Core Implementation Tasks


44 days


Mon 8/11/03


Thu 10/9/03


24


Standard Implementation Service Level A


44 days


Mon 8/11/03


Thu 10/9/03


25


COTR Define Start Date


1 day


Mon 8/11/03


Mon 8/11/03


GSA


26


Data Conversion


21 days


Tue 9/9/03


Tue 10/7/03


27


Verify Format and Accuracy of Organizational and User Data


2 days


Tue 9/9/03


Wed 9/10/03


Team EDS


9


28


Set-Up Organizations


2 days


Thu 9/11/03


Fri 9/12/03


Team EDS


27


29


Load Users, Cost Centers, ApproGSAl Data and Travel Card Data


2 days


Mon 9/15/03


Tue 9/16/03


Team EDS


28


30


Verify Data Conversion


3 days


Wed 9/17/03


Fri 9/19/03


GSA,Team EDS


29


8/11


Team EDS


Team EDS


8/19


Team EDS


GSA,Team EDS


Team EDS


Gov't


Gov't


Gov't


Gov't


Gov't


Gov't


Team EDS


Team EDS


Team EDS


Team EDS


Team EDS


GSA


9/9


Team EDS


B


M


E


B


M


E


June


July




IDTask NameDurationStartFinishResource NamesPredecessors

1Task Order Award0 daysMon 8/11/03Mon 8/11/03GSA

2Schedule Kick-Off Meeting1 dayMon 8/11/03Mon 8/11/03Team EDS1

3Schedule Data Exchange Meeting1 dayMon 8/11/03Mon 8/11/03Team EDS1

4Preliminary Implementation Task17 daysTue 8/19/03Wed 9/10/03GSA,Team EDS

5 Hold Kick-Off Meeting1 dayTue 8/19/03Tue 8/19/03GSA,Team EDS2FS+5 days

6 Demonstration of FedTraveler1 dayTue 8/19/03Tue 8/19/03Team EDS

7 Define Roles and Responsibilities1 dayTue 8/19/03Tue 8/19/03GSA,Team EDS

8 Distribute Pre Implementation Readiness Guide1 dayTue 8/19/03Tue 8/19/03Team EDS

9 Prepare and Deliver Legacy Data for Conversion14 daysWed 8/20/03Mon 9/8/03GSA

10 User Data14 daysWed 8/20/03Mon 9/8/03Gov't6,8

11 Cost Center Data14 daysWed 8/20/03Mon 9/8/03Gov't6,8

12 Approval Data14 daysWed 8/20/03Mon 9/8/03Gov't6,8

13 Travel Card Data14 daysWed 8/20/03Mon 9/8/03Gov't6,8

14 TMC Data14 daysWed 8/20/03Mon 9/8/03Gov't6,8

15 Travel Preferences14 daysWed 8/20/03Mon 9/8/03Gov't6,8

16 Network & Communication Review16 daysWed 8/20/03Wed 9/10/03Team EDS

17 Schedule Site Survey1 dayWed 8/20/03Wed 8/20/03Team EDS8

18 Conduct Site Survey10 daysThu 8/28/03Wed 9/10/03Team EDS

19 Confirm Network Connectivity for Users1 dayThu 8/28/03Thu 8/28/03Team EDS17FS+5 days

20 Test Communication Systems1 dayFri 8/29/03Fri 8/29/03Team EDS19

21 Prepare & Deliver Site Survey Report4 daysMon 9/1/03Thu 9/4/03Team EDS20

22 Approval of Network & Communication System Readiness4 daysFri 9/5/03Wed 9/10/03Team EDS21

23Core Implementation Tasks44 daysMon 8/11/03Thu 10/9/03

24 Standard Implementation Service Level A44 daysMon 8/11/03Thu 10/9/03

25 COTR Define Start Date1 dayMon 8/11/03Mon 8/11/03GSA

26 Data Conversion21 daysTue 9/9/03Tue 10/7/03

27 Verify Format and Accuracy of Organizational and User Data2 daysTue 9/9/03Wed 9/10/03Team EDS9

28 Set-Up Organizations2 daysThu 9/11/03Fri 9/12/03Team EDS27

29 Load Users, Cost Centers, ApproGSAl Data and Travel Card Data2 daysMon 9/15/03Tue 9/16/03Team EDS28

30 Verify Data Conversion3 daysWed 9/17/03Fri 9/19/03GSA,Team EDS29

8/11

Team EDS

Team EDS

8/19

Team EDS

GSA,Team EDS

Team EDS

Gov't

Gov't

Gov't

Gov't

Gov't

Gov't

Team EDS

Team EDS

Team EDS

Team EDS

Team EDS

GSA

9/9

Team EDS

BMEBME

JuneJuly
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Task Name


Duration


Start


Finish


Resource Names


Predecessors


31


Resolve Conversion Issues


5 days


Mon 9/22/03


Fri 9/26/03


Team EDS


30


32


Re-Verify Data Conversion


2 days


Mon 9/29/03


Tue 9/30/03


Team EDS,GSA


31


33


Accept and Approve


5 days


Wed 10/1/03


Tue 10/7/03


GSA


32


34


Training


36 days


Tue 8/12/03


Tue 9/30/03


35


Obtain Number of Attendees


1 day


Tue 8/12/03


Tue 8/12/03


Team EDS


25


36


Prepare Training Materials


4 days


Tue 8/12/03


Fri 8/15/03


Team EDS


25


37


Prepare and Confirm Training  Site


5 days


Tue 8/12/03


Mon 8/18/03


GSA


25


38


Conduct Training


2 days


Mon 9/29/03


Tue 9/30/03


Team EDS


39


Class Number 1


2 days


Mon 9/29/03


Tue 9/30/03


Team EDS


37,31


40


Class Number 2


2 days


Mon 9/29/03


Tue 9/30/03


Team EDS


37,31


41


Class Number 3


2 days


Mon 9/29/03


Tue 9/30/03


Team EDS


37,31


42


Class Number 4


2 days


Mon 9/29/03


Tue 9/30/03


Team EDS


37,31


43


Class Number 5


2 days


Mon 9/29/03


Tue 9/30/03


Team EDS


37,31


44


Class Number 6


2 days


Mon 9/29/03


Tue 9/30/03


Team EDS


37,31


45


Deployment of FedTraveler


2 days


Wed 10/8/03


Thu 10/9/03


46


Provide User ID's and Activation Letter


1 day


Wed 10/8/03


Wed 10/8/03


Team EDS


38,26


47


Prepare and Deliver Implementation Report


2 days


Wed 10/8/03


Thu 10/9/03


Team EDS


38,26


48


Post Implementation Support


111 days


Mon 11/10/03


Mon 4/12/04


45


49


Monthly Technical and Functional Conference Call


111 days


Mon 11/10/03


Mon 4/12/04


GSA,Team EDS


Team EDS


Team EDS


GSA


B


M


E


B


M


E


June


July




IDTask NameDurationStartFinishResource NamesPredecessors

31 Resolve Conversion Issues5 daysMon 9/22/03Fri 9/26/03Team EDS30

32 Re-Verify Data Conversion2 daysMon 9/29/03Tue 9/30/03Team EDS,GSA31

33 Accept and Approve5 daysWed 10/1/03Tue 10/7/03GSA32

34 Training36 daysTue 8/12/03Tue 9/30/03

35 Obtain Number of Attendees1 dayTue 8/12/03Tue 8/12/03Team EDS25

36 Prepare Training Materials4 daysTue 8/12/03Fri 8/15/03Team EDS25

37 Prepare and Confirm Training  Site5 daysTue 8/12/03Mon 8/18/03GSA25

38 Conduct Training2 daysMon 9/29/03Tue 9/30/03Team EDS

39 Class Number 12 daysMon 9/29/03Tue 9/30/03Team EDS37,31

40 Class Number 22 daysMon 9/29/03Tue 9/30/03Team EDS37,31

41 Class Number 32 daysMon 9/29/03Tue 9/30/03Team EDS37,31

42 Class Number 42 daysMon 9/29/03Tue 9/30/03Team EDS37,31

43 Class Number 52 daysMon 9/29/03Tue 9/30/03Team EDS37,31

44 Class Number 62 daysMon 9/29/03Tue 9/30/03Team EDS37,31

45 Deployment of FedTraveler2 daysWed 10/8/03Thu 10/9/03

46 Provide User ID's and Activation Letter1 dayWed 10/8/03Wed 10/8/03Team EDS38,26

47 Prepare and Deliver Implementation Report2 daysWed 10/8/03Thu 10/9/03Team EDS38,26

48Post Implementation Support111 daysMon 11/10/03Mon 4/12/04 45

49 Monthly Technical and Functional Conference Call111 daysMon 11/10/03Mon 4/12/04GSA,Team EDS

Team EDS

Team EDS

GSA

BMEBME

JuneJuly


3.2  Implementation Plan Organization

The IP is divided into two sections:  Preliminary Implementation Tasks and Implementation Tasks.  These sections are further divided into five major areas, with each area organized by specific activities and responsibilities.  Supporting descriptive information is presented with each milestone to explain the purpose and activities of the milestone and the parties responsible for completing it.  In addition, the Project Schedule annotates a milestone that is dependent on another milestone or is the predecessor to another milestone.  The data requirements that are necessary to begin Implementation Tasks are defined and requested by EDS in the Preliminary Implementation Tasks section of the plan.  The actual timeframe for implementing FedTraveler.com will be based on receipt of data.

3.2.1  Format

The IP consists of a narrative portion to define in detail each FedTraveler.com implementation step required to implement the application for an agency.  Each step has an explanation of the activities and expected outcome for the step.  The responsibility for the completion of a step is indicated and explained in the Project Schedule’s Resource Name field.  When a step is dependent on a previous step, or is the prerequisite to another step, the prior or subsequent step dependency is indicated, which enables the critical path to be identified.  When the final IP is developed, the duration of each task will be defined.

3.2.2  Roles and Responsibilities

The IP assigns each work step to a person who will be responsible for the task. When appropriate, an assisting resource is also identified.  These assignments include agency and FedTraveler.com personnel, but it is not the intention to imply that only these personnel will be involved in a task.  In fact, some steps will involve many personnel.  These assignments are intended to define primary responsibility.

The following list provides the primary roles, their abbreviations, and their key responsibilities during a FedTraveler.com implementation:

3.2.2.1  Client Agency Personnel

· Agency Executive Sponsor (Agency Exec Sponsor) – Acts as the eTravel.com “Champion” for the Client Agency and interacts with agency senior leaders to achieve progress and issue resolution 
· Agency Program Manager (Agency PM) – Day to day agency manager during implementation

· Agency Organization Point of Contact (Agency POC) – Designated agency personnel responsible for a particular element of the implementation

· Agency Local System Administrator (Agency LSA) – Representative responsible for FedTraveler.com completeness and compliance with agency business rules 

· Agency Network Engineer (Agency NE) – Technical representative responsible for agency desktop and network compliance with FedTraveler.com settings

3.2.2.2  EDS Personnel

· EDS Client Executive (EDS CE) – Senior EDS manager responsible for delivery and service excellence for all aspects of EDS’ services, including FedTraveler.com

· EDS Program Manager (EDS PM) – Manager with overall responsibility for FedTraveler.com deployment and operation.  Acts as first-level interaction with the client and GSA PMO

· EDS Implementation Manager (EDS IM) – Day-to-day manager responsible for implementation planning, execution, and reporting

· EDS Implementation Team (EDS IT) – Personnel responsible for execution of implementation tasks, on site and remotely

· EDS Implementation Specialist (EDS IS) – Implementation personnel with specific FedTraveler.com expertise charged with the execution of implementation tasks

· EDS Training Manager (EDS TM) – Manager with direct responsibility for development and delivery of FedTraveler.com training for users, approvers, and systems administrators

· EDS Survey Team (EDS ST) – Implementation specialists involved in verifying that a client agency network is configured to properly support FedTraveler.com

3.3.  Preliminary Implementation Tasks

This phase is important to a successful FedTraveler.com implementation.  Its purpose is to facilitate planning to establish a workable environment for implementing FedTraveler.com and to review and finalize the project schedule for the implementation. 

3.3.1  Hold Kickoff Meeting 

a.
Agency and EDS representatives will establish a date and time for the initial meeting.  The kickoff meeting marks the formal beginning of the preliminary implementation process.  It provides the opportunity for the agency’s representatives, EDS’ PM, and EDS’ Implementation Team to discuss the IP and obtain an overview of how the agency conducts travel.  The kickoff meeting also lays the groundwork for the planning and status meetings that will take place later in the Implementation process.

b.
Within an agency, there must be an overall coordinator for the FedTraveler.com implementation. This individual, the agency’s Project Manager (agency PM) will be the central POC during implementation. EDS’ PM will be the primary POC for the agency PM and will be responsible for managing the resources committed to this implementation by EDS.  EDS’ Implementation Manager  will manage the actual on site FedTraveler.com implementation at the agency.

c.
EDS recommends that all offices planning to implement FedTraveler.com formally appoint two individuals who will serve as spokespersons for their organizations.  The first is the  agency POC who will receive all correspondence concerning the implementation and should be empowered by superiors to make commitments for their organization.  This individual will be the central POC between the organization and EDS’ Implementation Team and will eventually be responsible for accepting the implementation in the program offices.

d.
The second person, the  agency’s Local System Administrator (an agency LSA),  will be responsible for verifying that all FedTraveler.com administrative aspects are complied with, including the accuracy of agency business rules loaded into FedTraveler.com.  

3.3.2  Demonstration of FedTraveler.com 

EDS will provide a demonstration of FedTraveler.com to agency key personnel.  The demonstration will provide personnel with an in-depth view of FedTraveler.com, the capabilities and functions available to their agency, and data elements required for successful implementation.  There will be a question-and-answer period at the end of the demonstration to address items that may need further clarification.
3.3.3  Distribute Supporting Documentation to Agency PM

EDS’ Implementation Manager will forward a package of information and system documentation to the agency’s PM for review.  At a minimum, the package will contain the following:

· The Training Plan –This plan describes the training, materials, and preparation required to provide appropriate FedTraveler.com training.

· The IP – The IP will be distributed to serve as a reference document.

· The Project Schedule – A detailed schedule for implementing FedTraveler.com at an agency (that is, the Master Milestone Schedule).  The schedule will be discussed at implementation planning meetings.

· The Request for Information Packet – Forms and defined requirements used to assist in gathering legacy data that will be used for data conversion.

3.3.4  Prepare and Deliver Legacy Data for Conversion

The agency PM will provide EDS’ Implementation Team with the required data in the formats specified in the Pre-Implementation Guide.

· Fact Sheet data (contains POC information)

· User Profile data (example: Personal, Financial, Credit Card and Employment data)

· Cost Center data (The accounting string that defines the account to which travel will be charged and identifies the Funding Job Title and Fund Certifiers – people responsible for approving that account) 

· Approval Chains data (Travel Plan and Expense Report Chain – who approves the orders)

· Travel Card Data (if applicable)

· TMC Data (if using the FedTraveler.com booking engine)

· Travel Preference Data (organization-specific information)

The following paragraphs are formats and guides of specific data to be provided by the agency.  Completion of this information in the required detail and timeframe is essential to the successful, timely complementation of an agency implementation.  For further detail about file formats, refer to EDS’ FedTraveler.com Pre-Implementation Guide. 

3.4  User Profile Requirements

The information provided in this file format will be uploaded into the FedTraveler.com database from a text file.  The file must be delimited with commas.  A blank field must contain a delimiter.  Apostrophes in a record will be deleted from the data before being uploaded to the database.  Data fields specified in the table represent one record.

	Traveler Profile

	Seq. No
	Group
	Data Element
	Data Type
	Length
	Status
	Description

	1
	Key
	Organization ID
	Alphanumeric
	20
	R
	Unique ID - Automatically generated by system. 

	2
	Traveler SSN
	Traveler SSN
	Numeric
	9
	R
	Employee SSN #

	3
	Traveler Name
	Traveler First Name
	Alphanumeric
	25
	R
	Employee First Name

	4
	Traveler Name
	Traveler Middle Initial
	Alphanumeric
	1
	O
	Employee Middle Name or Initial

	5
	Traveler Name
	Traveler Last Name
	Alphanumeric
	25
	R
	Employee Last Name

	6
	Traveler Residence Address
	Traveler Home Address
	Alphanumeric
	35
	R
	Employee Home Address

	7
	Traveler Residence Address
	Traveler Home Address City
	Alphanumeric
	30
	R
	Employee Home City

	8
	Traveler Residence Address
	Traveler Home Address State or Province
	Alphanumeric
	2
	R
	Employee Home State

	9
	Traveler Residence Address
	Traveler Home Address Zip Or Postal Code
	Alphanumeric
	10
	R
	Employee Home Zip code or Postal Code

	10
	Traveler Residence Address
	Traveler Home Address Country
	Alphanumeric
	3
	R
	Employee Home Country Code

	11
	Traveler Residence Address
	Traveler Home Phone
	Alphanumeric
	12
	R
	Employee Home Phone Number

	12
	Official Duty Station
	Traveler Job Title
	Alphanumeric
	30
	O
	

	13
	Official Duty Station
	Traveler Employee Type
	Alphanumeric
	20
	O
	

	14
	Official Duty Station
	Traveler Security Clearance 
	Alphanumeric
	50
	O
	

	15
	Official Duty Station
	Traveler Office Address
	Alphanumeric
	35
	O
	

	16
	Official Duty Station
	Traveler Department Room
	Alphanumeric
	10
	O
	For tracking purposes, this field indicates the default office number (e.g. CIO-Room 6432)  from which a given request has originated. It will be pre-filled at the time of travel authorization or voucher preparation and so on, but can be overridden during those activities.

	17
	Official Duty Station
	Traveler Office City
	Alphanumeric
	30
	O
	City where the employee's permanent duty station is located.

	18
	Official Duty Station
	Traveler Office State
	Alphanumeric
	2
	O
	State where the employee's permanent duty station is located. For international employees, this should represent the province.

	19
	Official Duty Station
	Traveler Office Zip
	Alphanumeric
	10
	O
	

	20
	Official Duty Station
	Traveler Office Country
	Alphanumeric
	3
	O
	

	21
	Official Duty Station
	Traveler Office Phone
	Alphanumeric
	12
	O
	

	22
	Official Duty Station
	Traveler Office Email Address
	Alphanumeric
	100
	R
	Required for notification from booking engine.

	23
	Official Duty Station
	Traveler Office Facsimile
	Alphanumeric
	12
	O
	

	24
	Official Duty Station
	Traveler 2nd Email Address
	Alphanumeric
	100
	O
	

	25
	Accounts Data
	Traveler Bank ID Number
	Numeric
	10
	O
	Bank ID number for the bank name. Although this information is in the agency HR or financial system for regular payroll deposits, the traveler may wish to provide an alternate bank name and account

	26
	Accounts Data
	Traveler Bank Routing Number
	Numeric
	20
	O
	Routing number for the bank name. Although this information is in the agency HR or financial system for regular payroll deposits, the traveler may wish to provide an alternate bank name and account

	27
	Accounts Data
	Traveler Bank Account Number
	Numeric
	20
	O
	Bank account number to which reimbursements are credited. Although this information is in the agency HR or financial system for regular payroll deposits, the traveler may wish to provide an alternate bank name and account.

	28
	Accounts Data
	Traveler Bank Account Type
	Alphanumeric
	15
	O
	Bank account type to which reimbursements are credited. Although this information is in the agency HR or financial system for regular payroll deposits, the traveler may wish to provide an alternate bank account type.

	29
	Accounts Data
	Traveler Bank Name
	Alphanumeric
	20
	O
	Bank name to which employee reimbursements are credited. Although this information is in the agency HR or financial system for regular payroll deposits, the traveler may wish to provide an alternate bank name and account

	30
	Accounts Data
	Traveler Bank Address
	Alphanumeric
	35
	O
	

	31
	Accounts Data
	Traveler Bank City
	Alphanumeric
	30
	O
	

	32
	Accounts Data
	Traveler Bank State
	Alphanumeric
	2
	O
	

	33
	Accounts Data
	Traveler Bank Zip
	Alphanumeric
	10
	O
	

	34
	Accounts Data
	Traveler Bank Country
	Alphanumeric
	3
	O
	

	35
	Accounts Data
	GCIBC Card Number
	Numeric
	20
	R
	Government Contractor-Issued, Individually Billed Charge Card

	36
	Accounts Data
	GCIBC Expiration Date
	Alphanumeric
	6
	R
	Expiration date of the card.

	37
	Accounts Data
	GCIBC Name on Card
	Alphanumeric
	50
	R
	Traveler name as it appears on card

	38
	Accounts Data
	GCIBC Card Type
	Alphanumeric
	2
	R
	Type of credit card (VI for VISA)

	39
	Accounts Data
	Personal Card Number#1
	Numeric
	20
	O
	Personal Charge Card number. Can have multiple Charge Card numbers.

	40
	Accounts Data
	Personal Expiration Date#1
	Alphanumeric
	6
	O
	Expiration date of the Personal Charge Card

	41
	Accounts Data
	Personal Name on Card#1
	Alphanumeric
	50
	O
	Traveler name as it appears on card

	42
	Accounts Data
	Personal Card Type#1
	Alphanumeric
	2
	O
	Type of credit card 

	43
	Accounts Data
	Personal Card Number#2
	Numeric
	20
	O
	Personal Charge Card number. Can have multiple Charge Card numbers.

	44
	Accounts Data
	Personal Expiration Date#2
	Alphanumeric
	6
	O
	Expiration date of the Personal Charge Card

	45
	Accounts Data
	Personal Name on Card#2
	Alphanumeric
	50
	O
	Traveler name as it appears on card

	46
	Accounts Data
	Personal Card Type#2
	Alphanumeric
	2
	O
	Type of credit card 

	47
	Accounts Data
	Personal Card Number#3
	Numeric
	20
	O
	Personal Charge Card number. Can have multiple Charge Card numbers.

	48
	Accounts Data
	Personal Expiration Date#3
	Alphanumeric
	6
	O
	Expiration date of the Personal Charge card

	49
	Accounts Data
	Personal Name on Card#3
	Alphanumeric
	50
	O
	Traveler name as it appears on card

	50
	Accounts Data
	Personal Card Type#3
	Alphanumeric
	2
	O
	Type of credit card 

	51
	Accounts Data
	Personal Card Number#4
	Numeric
	20
	O
	Personal Charge Card number. Can have multiple Charge Card numbers.

	52
	Accounts Data
	Personal Expiration Date#4
	Alphanumeric
	6
	O
	Expiration date of the Personal Charge card

	53
	Accounts Data
	Personal Name on Card#4
	Alphanumeric
	50
	O
	Traveler name as it appears on card

	54
	Accounts Data
	Personal Card Type#4
	Alphanumeric
	2
	O
	Type of credit card 

	55
	Accounts Data
	Purchase Card Number
	Numeric
	20
	O
	Personal Charge Card number. Can have multiple Charge Card numbers.

	56
	Accounts Data
	Purchase Expiration Date
	Alphanumeric
	6
	O
	Expiration date of the Purchase card

	57
	Accounts Data
	Purchase Name on Card
	Alphanumeric
	50
	O
	Name as it appears on card

	58
	Accounts Data
	Purchase Card Type
	Alphanumeric
	2
	O
	Type of credit card

	59
	Traveler Default Departure Info
	Traveler Default Airport Code 
	Alphanumeric
	3
	O
	Airport Code from which traveler wishes to depart (example:  BWI)

	60
	Traveler Default Departure Info
	Traveler Default Airport Name
	Alphanumeric
	30
	O
	Airport Name from which traveler wishes to depart 

	61
	Traveler Hierarchy Structure
	Traveler Default Approval Chain
	Alphanumeric
	20
	R
	Determines the routing of traveler documents

	62
	Funding and Accounting Info
	Traveler Default Cost Center 
	Alphanumeric
	130
	R
	Determines what cost center will be de-obligated or obligated

	63
	Accounts Data
	URL of Traveler  Bank
	Alphanumeric
	50
	O
	

	64
	Accounts Data
	Traveler Vendor Code
	Alphanumeric
	10
	R
	Required for reimbursement


3.5  Cost Center Requirements

The information provided in this file format will be uploaded into the FedTraveler.com database from a text file.  The file must be delimited with commas.  A blank field must contain a delimiter.  Please note that apostrophes in a record will be deleted from the data before being uploaded to the database.  Data fields specified in the following table represent one record.

	Cost Center

	Seq. No.
	Group
	Data Element
	Data Type
	Length
	Status
	Description

	1
	*Key
	Organization ID
	Alphanumeric
	20
	R
	Unique ID - Automatically generated by system. 

	2
	Funding and Accounting Information
	Cost Center Number
	Numeric
	150
	R
	Authorized Accounting Code String

	3
	Funding and Accounting Information
	Cost Center Description
	Alphanumeric
	50
	R
	Authorized Accounting Code Description

	4
	Funding and Accounting Information
	Cost Center Initial Balance
	Alphanumeric
	13
	O
	Authorized Amount for Account Codes

	5
	Funding and Accounting Information
	Cost Center Current Balance
	Alphanumeric
	13
	O
	Authorized Amount for Account Codes

	6
	Funding and Accounting Information
	Cost Center Cumulative Amount
	Alphanumeric
	13
	O
	Authorized Amount for Account Codes

	7
	Funding and Accounting Information
	Cost Center Appropriation Job Title
	Alphanumeric
	50
	O
	Authorized Approving Officials

	8
	Funding and Accounting Information
	Cost Center Appropriation
	Alphanumeric
	150
	O
	Appropriation Number Provided by Government

	9
	Funding and Accounting Information
	Cost Center Budget Point
	Alphanumeric
	50
	O
	

	10
	Funding and Accounting Information
	Cost Center Allowance Code
	Alphanumeric
	5
	O
	

	11
	Funding and Accounting Information
	Cost Center Data Element #1
	Alphanumeric
	100
	O
	Additional Accounting Fields

	12
	Funding and Accounting Information
	Cost Center Data Element #2
	Alphanumeric
	100
	O
	Additional Accounting Fields

	13
	Funding and Accounting Information
	Cost Center Data Element #3
	Alphanumeric
	100
	O
	Additional Accounting Fields

	14
	Funding and Accounting Information
	Cost Center Data Element #4
	Alphanumeric
	100
	O
	Additional Accounting Fields


3.6  Job Title Requirements

The information provided in this file format will be uploaded into the FedTraveler.com database from a text file.  The file must be delimited with commas.  A blank field must contain a delimiter.  Apostrophes in a record will be deleted from the data before being uploaded to the database.  Data fields specified in the following table represent one record.
	Job Title 

	Seq. No.
	Group
	Data Element
	Data Type
	Length
	Status
	Description

	1
	System Key
	Job Title Name
	Alphanumeric
	10
	R
	Unique Name for each Job Title.

	2
	System Key
	Organization ID
	Alphanumeric
	10
	R
	Unique ID provided by FedTraveler.com for each organization.

	3
	User ID
	SSN
	Numeric
	9
	R
	Member ID of Alternate User 1 authorized to approve travel documents.


Standard Data Elements for Exchange with Agency Systems

Organization IDs will be defined and provided to the organization in electronic and hard copy.  Job Titles being created for an organization shall contain the unique number assigned to the Organization ID except when the job title represents another organization.  In this case, use the unique number assigned to the organization whose job title is being referenced.  This capability supports cross-organization job titles.
Sequence numbers two and three can occur as a set 10 times for a job title.  Each Organization ID and Social Security number (SSN) set shall represent valid data for an organization that will be confirmed by the client during implementation.

3.7  Approval Hierarchy Requirements

The information provided in this file format will be uploaded into the FedTraveler.com database from a text file.  The file must be delimited with commas.  A blank field must contain a delimiter.  Apostrophes in a record will be deleted from the data before being uploaded to the database.  Data fields specified in the following table represent one record.

	Approval Hierarchy

	Seq. No.
	Group
	Data Element
	Data Type
	Length
	Status
	Description

	1
	System Key
	Approval Hierarchy Name
	Alphanumeric
	10
	R
	Unique Name for each Approval Hierarchy.

	2
	Travel Plan (TP) System Key
	TP Organization ID
	Alphanumeric
	10
	R
	Unique ID provided by FedTraveler.com for each organization.

	3
	Travel Plan System Key
	TP Job Title
	Alphanumeric
	9
	R
	Level 1 Job Title of approvers authorized to approve travel plans.

	4
	Expense Report System Key
	ER Organization ID
	Alphanumeric
	10
	R
	Unique ID provided by FedTraveler.com for each organization.

	5
	Expense Report System Key
	ER Job Title
	Alphanumeric
	9
	R
	Level 1 Job Title of approvers authorized to approve expense reports.


Standard Data Elements for Exchange with Agency Systems

Organization IDs shall be defined by EDS and provided to the organization in electronic and hard copy.  Job titles being created for an organization shall contain the unique number assigned to the Organization ID except when the job title represents another organization.  In this case, use the unique number assigned to the organization whose job title is being referenced.  This capability supports cross-organization job titles.
Each Organization ID and TP job title set and Organization ID and ER job title shall represent valid data for an organization that will be confirmed by the client during implementation.

3.8  Network and Communications Review

The purpose of this activity is to define the steps required to verify all network and communications links, hardware, and software. The milestones are divided into three major tasks:

· Review Network Environment and Confirm Communications – Includes steps to determine the availability of communication hardware and software, identify authorized FedTraveler.com users, and confirm the network’s connectivity for authorized users.  

· Test Communication System – Includes steps necessary to test and approve the readiness of the communication links agency staff will use for FedTraveler.com access.

· Confirm Agency Readiness – Involves verifying that FedTraveler.com users have the appropriate equipment, authority, and connectivity to the network to use FedTraveler.com in a network environment.

3.8.1  Schedule Site Survey

EDS’ Implementation Team will contact the agency PM to schedule a survey of the environment in which FedTraveler.com will be used. 

3.8.2  Conduct Site Survey

EDS’ Survey Team will conduct a site survey to determine whether the existing browser at the planned implementation site is capable of supporting FedTraveler.com.  This survey provides an estimate of the application’s response time within the agency’s environment.

Confirm Network Connectivity for Users – The agency PM will verify that all authorized users have appropriate Internet connections.

Test Communication System – These activities address testing the communications equipment, links, and operations.  Response time will also be tested.  The agency PM and EDS Implementation Team will verify the network’s capability to support FedTraveler.com.  They also will verify the communications between FedTraveler.com , user PCs, and the network.  Agency network engineers will verify that all authorized users are able to access the Internet.

Prepare and Deliver Site Survey Report – The Site Survey Report will detail the EDS Survey Team’s findings regarding the adequacy of the Internet environment for FedTraveler.com use.  The report may provide recommendations that are used to enhance the Internet environment in which FedTraveler.com will be used. 
The Site Survey Report will be submitted to the agency PM and agency Network Engineer (agency NE) for concurrence.  The agency NE should be a resource with responsibility for maintaining the agency’s hardware and software environment.  Concurrence will indicate agreement about the report’s findings.

Approval of Network and Communication System Readiness – The agency PM will confirm, in writing, that the agency is prepared to operate FedTraveler.com in an Internet environment.  Confirmation will be based on successful test results (see the foregoing Test Communication System) confirming network connectivity for users and testing the communication system.

3.9  Implementation Tasks

This phase is important to the successful completion of implementing FedTraveler.com at an agency.  The topics in this section provide information about scheduled implementation status meetings, data conversion, training, and deployment. 
3.9.1  Conduct Implementation Meetings

Several meetings will occur early in the project.  The purpose of these meetings is to formally introduce FedTraveler.com to agency personnel and to begin the communication process between the agency and EDS personnel that will be responsible for the implementation.  Topics to be addressed at these meetings include the following:

· Management

· IP – The IP will be reviewed with user representatives and modifications mutually agreed upon

· Project Schedule – The implementation schedule will be reviewed, and variances will be mutually agreed upon

· Confirmation of the Scope of the Implementation Environment – FedTraveler.com will be installed in selected offices to be determined by the agency.  Offices and personnel in the agency will be confirmed.  Contact persons from each office will also be identified

· Training Overview – An overview of how the Training team will interact with the agency will be presented.  Training materials, custom development and training delivery methodology will also be discussed

Two optional areas will also be discussed if EDS’ IT is tasked to construct an automated accounting system interface: 

· Technical

· Interface Discussion – The interface requirements for FedTraveler.com.  Preliminary, discussions about the interfaces will serve as an introduction to the process of refining and finalizing interface requirements.

· Functionality

· Organizational Impact Discussion – This topic will address the organizational impact the new FedTraveler.com functionality may have on agency’s program offices.

3.9.2  Prepare and Deliver Status Reports

EDS’ Implementation Team will prepare and submit the meeting minutes for agency PM approval.  The purpose of this step is to ensure that both the agency and EDS are in agreement about the topics discussed, as well as any modifications made to the schedule.  It will also allow participants to resolve problems or issues due to miscommunication.  This step is repeated throughout the Implementation process.  
3.9.3  Data Conversion

This activity addresses FedTraveler.com data requirements and actual configuration.  During this activity, data provided by the agency PM to EDS’ PM will be loaded into the FedTraveler.com database through mass load utilities.  

3.9.3.1  Verify Format and Accuracy of Organization Data
EDS’ IT will format and verify the organizational data for input into FedTraveler.com database.  Before the implementation, the agency PM will certify the integrity of the existing data by issuing a document that states their review and approval to EDS’ Implementation Team.

3.9.3.2  Set Up Organizations
EDS’ IT will input the appropriate data into EDS’ FedTraveler.com database.  At this point, the organizations within the agency are created.  If the FedTraveler.com Online Booking Engine is to be used, data from the client fact sheet is loaded.

3.9.3.3  Load User, Cost Center, and Approval Data

EDS’ IT will mass load user, cost center, and approval legacy data as defined in the document, Request for Information.
3.9.3.4  Load Travel Card Data

If applicable, travel card data will be loaded into the FedTraveler.com database.  The data is posted on every user’s expense report and can be used as a basis for payment.

3.9.3.5  Transfer TMC Data

If applicable, the current TMC would have provided EDS’ IT with the profile and outstanding Passenger Name Records (PNRs) to be loaded into the FedTraveler.com Online Booking Engine.  During this step, each PNR will be associated with the FedTraveler.com document number.

3.9.3.6  Load Travel Preferences Data

Travel preferences define the travel boundaries that can be enforced through FedTraveler.com  The following are examples of items that can be implemented:  audit triggers, dynamic approvers, justifications, securities, document numbering, local and other expenses, and processing options.

3.9.3.7  Verify Data Conversion
EDS’ Implementation Team will certify that there is connectivity between FedTraveler.com and the agency’s network.  They will also will confirm that agency personnel can physically connect to FedTraveler.com.  After implementation of FedTraveler.com, it will be necessary to evaluate the results of the implementation.  An acceptance test of agency business rules and processing options will be performed to verify that the system performs as expected.  
3.9.4  Deployment of FedTraveler.com

The agency PM will notify agency personnel that FedTraveler.com is available for use.  This notification should inform users that travel plans, expense vouchers, and so on made after the “go-live” date will be performed on FedTraveler.com, rather than manually or through another legacy system.
3.9.4.1  Provide FedTraveler.com Member IDs
The Implementation Team will distribute activation letters to users with instructions for accessing FedTraveler.com accounts for the first time.

3.9.5 Prepare Implementation Report

EDS will prepare and deliver an implementation report within 30 days after completion of standard implementation activities at an agency.  This report will document the agency-specific FedTraveler.com configuration established during implementation activities at that agency.  The report will clearly identify the department, agency, or subordinate organization(s) to which it applies.  It will capture all configurable parameters established by EDS during implementation and include a detailed listing of all data and documents provided to EDS by the agency to support implementation. At a minimum, the report will include basic business rules and exception procedures; static approval and routing chains; agency-specific supplier designations; agency-specific standard messages and warnings; user account and user summaries; procedures for the incorporation of existing TMC services; and the FedTraveler.com Integration Agreement established for the agency, if applicable.
3.10  Client Agency Support 

EDS views the implementation of FedTraveler.com as a combined effort between EDS and the client agency. Personnel with key roles are identified in Paragraph 3.2.2, Roles and Responsibilities.  In addition, EDS predicates the development of an IP on an assumed level of support being provided by the client agency. The following are key planning assumptions:

· The client agency will support and adhere to the timelines established in the IOC Implementation Project Plan, and provide consistent and complete support during the execution of identified implementation tasks

· The client agency will appoint an Executive Sponsor who will serve as its eTravel.com “Champion” and a Program Manager who will be responsible and empowered to manage and coordinate client activities during implementation.

· The client agency will provide, at a minimum the following facilities, services, and equipment:

· Floor plan, organizational chart, and the client’s holiday schedule
· Building access during normal duty hours and after hours on prior notice by the Implementation Team

· Telephone connections and voice mail for all personnel working on-site

· Modem connection at the workstation if a workstation is provided by the client agency
· Workspace for Implementation Team personnel

· Connection to local area network and wide area network (LAN/WAN)
· On-site reproduction capability

· Security access to required systems.
4.0  On-Site Implementation Support
Optional on-site support is available for agencies regardless of the size of their user population.  On-site coordinators enhance travel support for an agency and normally boost adoption rates.  The size of the user community required to justify an on-site coordinator can vary based on specific agency requirements.  Some sites may have as few as 400 transactions but because of complicated or significant international travel will find the addition of an on-site coordinator to be a sound investment.  Usually, one on-site coordinator can support 6,000 users and up to 15,000 expense reports a year.  Beyond these levels, additional staffing is required.

A cost-effective alternative to having only EDS-provided on-site coordinators is for an agency to develop a staff of “super users.”  Typically, these are agency personnel who are already familiar with travel services and some of whom may have been displaced when FedTraveler.com was implemented.  With familiarization with FedTraveler.com, super users can immediately become productive as coordinators because of their knowledge of travel processes and policies.  Super Users are also good candidates as internal trainers and should be considered as TTT candidates if the agency chooses to use this approach.  
5.0  Training 

EDS’ standard approach to training for federal agencies is to provide both instructor-led training (ILT) and computer-based training (CBT) options.  All users are encouraged to take the initial instructor-led course, Introduction to FedTraveler.com.  Travel approvers and systems administrators have access to additional courses specifically tailored to their respective roles.  All users have access to various FedTraveler.com CBTs   EDS will provide a series of training opportunities to meet baseline eTS and agency-specific learning requirements.  Standard implementation training packages can be tailored or supplemented to meet specific needs.  Special requirements will be developed in coordination with agency managers for the user roles identified.  For more details about FedTraveler.com training refer to EDS’ User Support and Training Plan.  FedTraveler.com training can be provided in a variety of forms to satisfy agency requirements for identified user roles.  Training forms may include computer-based tutorials, ILT, and train the trainer. 

6.0 Data Integration and Information Management

6.1  Data Exchange 

a.
Sharing of information between FedTraveler.com and existing federal agency information systems such as financial management; funds disbursement; and other commercial, travel-related systems is critical to the successful deployment of a true end-to-end automated electronic travel system.  To facilitate this two-way exchange of data with agency business systems and other commercial systems, EDS’ FedTraveler.com includes an EAI capability that supports near real-time and batch modes of communication and complies with security constraints of exchanging medium-level Sensitive But Unclassified (SBU) data.

b.
The EAI capability is provided through EDS’ SeeBeyond FedTraveler.com EAI platform, which includes a leading commercial off-the-shelf (COTS) integration middleware software, specifically an integration broker, and is a seamlessly integrated component of EDS’ FedTraveler.com service.  The EAI platform provides a comprehensive set of integration services, such as data translation, transformation, transport, routing, scheduling, and management, used by EDS’ FedTraveler.com solution to support the rapid development of interfaces, as required, for the robust, scalable, and efficient exchange of travel-related information and data between EDS’ FedTraveler.com and external information systems.  The EAI platform is based on an open standards-based architecture with strong support for the latest emerging open industry standards for data exchange and interoperability, such as XML, XML Schema, SOAP, and Web Services Description Language (WSDL), as well as comprehensive sets of other platforms, technologies, protocols, and data formats, including those based on older legacy technologies.  EDS has begun the process of integrating SeeBeyond into its FedTraveler.com solution, and the EAI capability will be available by the end of initial operating capability (IOC).

c.
Open industry-standard data exchange mechanisms, such as XML and SOAP, allow the Government to establish common data exchange interfaces that can accommodate the sharing of information and provide low-risk data maintenance capability between EDS’ FedTraveler.com and agency business systems.  EDS recognizes the value of, and has significant experience in, implementing Web Services-based integration solutions for its Government and commercial clients and was recently identified by industry analyst firm IDC as a global Web Services leader and ranked first for the ability to gain market share in this increasingly competitive market.  The foundation of EDS’ EAI capability is documented standard data input and output interfaces, exposed through the EAI platform as XML-based Web Services using the SOAP 1.1 protocol, and described using XML Schema (XSD) and WSDL.  All use of XML and XML Schemas by FedTraveler.com will comply with federal XML guidelines, as described in the Draft Federal XML Developer’s Guide, as the primary data exchange mechanism for two-way interfacing of data from legacy business and Government systems today.  EDS’ data elements adhere to the names and characteristics identified in RFP Attachment 14B, while also considering the business terms and names in the International Organization for Standardization (ISO)-IEC 11179, Information Technology – Specification and Standardization of Data Elements.  

d.
As emerging standards, support for data exchange using XML and Web Services is limited in the majority of legacy information systems deployed in Government today.  Recognizing this challenge, EDS’ FedTraveler.com EAI platform provides a robust capability to transform between the XML-based standard input and output and other data formats, including Electronic Data Interchange (EDI), Universal Data Format (UDF) and other industry-standard data formats.  EDS’ FedTraveler.com EAI platform also can accommodate transformation between the standard input and output and custom legacy system data formats, such as American Standard Code for Information Interchange (ASCII) text files, to further bridge the transition to emerging data standards such as XML or SOAP.  This overall approach verifies a loose coupling between EDS’ eTS solution and external agency systems.  As shown in Exhibit 6.1-1, EDS’ FedTraveler.com currently uses XML to exchange information with TMCs and booking engines.
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Exhibit 6.1-1,  eTS Integration Modules

e.
The standard data output draws on the entire dictionary of data elements that are exportable from FedTraveler.com and Business Data Warehouse (BDW). EDS’ data exchange standard for FedTraveler.com input and output includes the data elements for travel requirements defined in Federal Travel Regulations (FTR) Appendix C, GSA Travel Management Reporting specification, and business and agency systems with which EDS currently interfaces.  The flexibility provided by EDS’ EAI platform and XML-based data exchange accommodates the inevitable changes to EDS’ input and output requirements easily and efficiently without costly modifications to the existing systems.  Operational capability to support format translations for all incoming and outgoing exchanges such as security requirements, high availability, bandwidth, storage, Random Access Memory (RAM), backup, and management controls are calculated and weighed into the development of EDS’ service and transaction fee for the contract’s base and option years.

f.
The characteristics of the standard data input specification include information that details operational procedures, data element formats, attributes and schemas, transport protocol, frequency, and timing constraints for exchanging agency business system data. EDS’ standard input is used to accept transactional data from agency business systems, including financial accounting data, travel charge card postings, funds availability, and validation and certification.  In addition, static data, such as user profiles can be accepted by EDS’ FedTraveler.com through the standard data exchange specification.

g.
EDS has defined the data schema and format(s) for the standard data output.  The standard data output specification is compliant with FTR Chapter 301; Appendix C; and additional financial and accounting data elements specified in RFP Attachment 7, Travel Management Reports of the eTS.  The major data categories included in EDS’ standard data output are Traveler Identification, Commercial Transportation Information, Travel Expense Information, Accounting and Certification, and Purpose Code for unlimited open travel plans.  The standard data output reflects current functional capabilities of FedTraveler.com such as final approval of a voucher and is constructed from the entire dictionary of data elements within the eTS Database Management System (DBMS), while historical queries and reports can be constructed from output contained in the Data Warehouse (DW).  Our standard output contains the data necessary to support funds availability checking; airline ticket credits and refunds; advance payment, reporting, and liquidation; report receivables; standard and ad hoc reporting; transactional interfaces with agencies’ business systems; and General Services Administration (GSA) reports.

h.
The FedTraveler.com EAI platform, consistent with other components of our solution, will be hosted and maintained by EDS in a Microsoft Windows 2000 operating environment.  The FedTraveler.com EAI platform is built on an open architecture with strong cross-platform support and can be hosted on other operating platforms including UNIX, Linux, and mainframe, should a specific requirement emerge.

6.2  Integration Support 

a.
To facilitate the exchange of data between FedTraveler.com and external agency systems, FedTraveler.com includes an EAI capability that incorporates detailed standard input and output data exchange specifications and provides flexible scheduling, transport, routing, and format translation services (inbound and outbound).  EDS has more than a decade of experience in architecting, designing, developing, implementing, and maintaining EAI framework solutions for numerous clients in both the public and private sectors, using middleware products from leading EAI software vendors, such as SeeBeyond, webMethods, Microsoft, IBM, and Tibco.
b.
EDS has developed a specification that defines requirements, processes, and procedures for data exchange with FedTraveler.com , including standard data input and standard data output.  The specification includes all information necessary for federal agencies to establish integration agreements and interfaces with FedTraveler.com.  The specification includes data exchange requirements, standard data input and output data elements, functional data element descriptions, field characteristics, data types, data schema, security constraints, transfer protocol options, timing and frequency constraints, detailed data mapping and dictionaries, and usage procedures. 

c.
EDS’ EAI platform is equipped with product licenses, when applicable, to facilitate usage and access by federal agencies for exchange of data using the standard input and output interfaces.  EDS will coordinate with federally and GSA-authorized commercial, external system owners to facilitate the establishment of integration agreements and interfaces that facilitate data exchange, mapping, translation, transport, and scheduling requirements for data contained in the eTS repository and with nonproprietary data owned by its trading partners.  Integration agreements will comprise, at a minimum, source and target system data element identification, data element definitions, data mappings, data exchange service levels and any additional EDS services, as required, to support data exchange with the agency’s existing information systems.  When these integration agreements are established, the FedTraveler.com EAI platform will support data exchange and translation with external systems in accordance with the established integration agreements.

7.0  Customer Support
EDS provides basic customer support through its FedTraveler.com Home page and a dedicated call center and can also provide optional on-site customer support.  For a more detailed description of EDS’ customer support features, see EDS’ User Support and Training Plan. 

8.0  Outreach and Adoption Approach

eTravel’s success depends on the ability of FedTraveler.com to meet each agency’s travel goals and needs.  EDS’ IP focuses on identifying and prioritizing the steps, support needs, and collaborative requirements that will bring about optimal implementation in each agency.  Because each agency’s FedTraveler.com service will be adapted to particular agency necessities, each agency’s IP must be tailored or adapted to the agency’s distinctive characteristics.  As a result, our implementation approach must convey the right message to the right audience with the right tools and techniques based on the unique needs and desires of the implementing agency.

8.1  Outreach Mission

EDS’ implementation outreach mission is clear – to effectively and quickly promote FedTraveler.com to travelers, travel administrators, travel and financial managers, and agency leaders.  We will accomplish this mission by focusing on the following:
· Generating anticipation for the benefits of FedTraveler.com throughout the agency

· Creating a positive impression of, and desire for using, FedTraveler.com
· Communicating that FedTraveler.com is a highly positive and beneficial change.
EDS has developed a targeted outreach strategy to support FedTraveler.com implementation and rapid adoption that uses a variety of media to reach and influence agency personnel and builds on the work GSA has already performed.  At every outreach opportunity, EDS will clearly explain the major benefits of FedTraveler.com at a high level and how it affects and benefits the individual.  The benefits are simple to articulate and appreciate.  FedTraveler.com is a better, more improved travel process; it reduces costs of administering travel programs; it provides managers with timely, accurate, and comprehensive travel management information; it is easy to learn and use; training is quick and easy; and it improves the federal worker’s travel experience.  

To optimize success, implementation will be a collaborative partnership between EDS, GSA, and the implementing agency.  By communicating in tandem, users will view FedTraveler.com as a change for the better, and they will adopt it much more quickly. 

8.2  The Right Message

When bringing about any technological change that affects a workforce’s traditional way of doing business, two key elements must be addressed.  First, workers must gain an understanding of the direct benefits that they and their agency will receive as a result of the change.  They must be reassured that the pain associated with the change will be more than outweighed by the benefits.  Secondly, workers and their agencies must have complete confidence in the ability of the change agent to bring about the change described in the most efficient and effective manner.  FedTraveler.com will be implemented by a team with extensive expertise and experience in effectively delivering this service. 

8.3  The Right Product and Service

FedTraveler.com is easy for travelers and administrators to use and provides greater capability and flexibility to travelers and administrators than they have today.  After a single demonstration, most users are able to effectively conduct self-service bookings and complete temporary duty (TDY) and local authorizations and vouchers.  If questions arise, the user can turn to the online help, use the online virtual classroom tutorial, or call for assistance.  To be embraced by the federal workforce, however, FedTraveler.com  must also provide a greater capability and time-saving options than federal workers currently have.  Most significantly, FedTraveler.com is a one-stop shop for all travelers’ needs.

8.4  The Right Audience

Successful implementation requires assurance that the right message (that is, that the agency has selected the best eTS product) and delivery team is communicated to the right audience.  There are distinct audiences whose needs and concerns must be addressed for rapid implementation and high rates of adoption.
8.4.1  eTS Users

eTS users are the travelers, authorizers, and administrators who actually use the travel functionality that EDS’ fully Web-enabled system is designed to deliver:  booking tools, ticketing fulfillment, approval workflow, voucher reconciliation and payment, and system administrator operations.  FedTraveler.com was designed to optimize user functionality while eliminating ease-of-use concerns.  FedTraveler.com offers many advantages to functional users; most significantly, FedTraveler.com is easy to use and intuitive; it offers significant improvement in capabilities, reduces time spent on travel paperwork; improves service to the traveler, achieves superior traveler satisfaction; accelerates reimbursement of travel expenses; and continually adds new travel capabilities and functionality so that users will want to adopt it.

8.4.2  Federal Agency – Travel / Financial Managers, Agency Leadership

Although federal traveler satisfaction is important to agency decision-makers, these agency officials must concern themselves with other aspects of a federal eTS if high adoption rates are to be achieved.  FedTraveler.com was designed to address the concerns of agency travel and financial managers, namely, that an eTS must: be able to be brought online quickly and reliably; quickly and effectively interface into agency financial systems; improve employee morale; reduce fraud; increase worker productivity; simplify the travel experience from beginning to end; verify that travel procedures and management are configurable at the agency, department, and subordinate organization levels to support agency goals; eliminate Government’s capital investment and operational and maintenance costs in travel systems; and, of course, save money by automating processes and systems, avoiding duplicate travel efforts within the agency, and through less expensive, higher-user satisfaction options (for example, travelers being able to book better hotel rooms for less money by taking advantage of hotel specials). 
9.0  Lessons Learned

EDS has developed a series of lessons learned and guiding principles associated with the delivery of quality service to clients in the travel industry and across the spectrum of IT services.  These lessons and principles become an integral part of our approach to delivering client services, and they are validated, updated, or adjusted to reflect new or different lessons learned during each engagement.  In the case of our IOC implementation at the Federal Aviation Administration (FAA), there have been no significant surprises, but rather a confirmation of what we have seen during other implementations.

The following are examples of lessons learned and confirmed during implementations of FedTraveler.com, including IOC at FAA .

· eTravel is a team effort.  Successful implementation and use of FedTraveler.com depends on a combined effort between GSA, FAA, and EDS

· Active executive sponsorship is essential.  Without key management and stakeholder involvement, implementations are delayed and adoption rates languish

· Adaptable organization.  The organization implementing FedTraveler.com must be willing to accept change to realize the intended benefits from an eTS

· Empowered project team.  The agency PM or POC for implementation must be empowered during the data loading, training, site survey, and other activities.  Otherwise, delays are created that can increase costs to the client and slow the adoption of an eTS
· A defined business direction.  The implementing agency must have a vision and commitment to change, conduct some internal process reengineering, and conduct an effective change management program

· Training is essential to user adoption.  Time invested in user training pays dividends in productivity gains and increased adoption rates

· On-site customer support accelerates the transition to an eTS.  Support during implementation is essential, and many clients find that optional extended on-site support is a wise investment

· Avoid the temptation to “dumb down” an eTS.  FedTraveler.com features are designed to accommodate a wide range of Government travel activities including built-in checks and balances for managers.  Turning off features is usually a poor substitute for adequate workforce training and process reengineering to maximize the benefits of an eTS

· Decision cycles should be minimized.  To avoid unnecessary delays during implementation, managers’ decisions about business rules and organizational processes should be kept to a matter of hours rather than days
· Communication is critical.  There is no substitute for effective communication between the vendor and the implementing organization.  Similarly, internal organizational communication as part of  a change management plan, is essential to success.
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