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Sample Agenda for FAS Outcomes configuration decisions

Overview
This document provides a sample agenda that you can use in your own organization for decision making with regards to how your FAS Outcomes system should be configured.  It is written from the perspective of a meeting agenda that you can use in your own meetings.

Subject: Decisions on FAS Outcomes configurations
Purpose: The purpose of the meeting is to make decisions necessary to get started with the FAS Outcomes system.  By the end of the meeting, we should be able to setup our FAS Outcomes system.

Agenda
· Review of the project – overview of the FAS Outcomes system and how it will be used

· Client identifiers (System Settings)
· What should we use as our unique Primary ID for clients? 

· Do we need to use either of the two additional IDs for clients? 
· If so, what should we call them?

· Service Areas and Programs

· Use the FAS System Quick-Start Guide to walk through Service Area and Program decisions

· Client labels

· Is there any data we want to track for each client in the FAS Outcomes system that isn’t already tracked in it?  If so, we can use the Client Labels to create drop-downs in the system to track the data.

· Assessment Settings

· JIFF – What time period, custom priorities, goals, and services do we need for our organization?  Are they different for each Service Area, or the same for everyone?

· CAFAS – Do we want to customize the treatment planning template?  What should be our template?
· Usernames

· Usernames are unique across the entire FAS Outcomes system (not just within our organization).  What do we want our usernames to be - Make them the same as our other systems (and some names will not be the same if they already exist in the system)?  Or, add something to the name to make sure it will be unique, like a prefix or suffix?
· Roles and Privileges 
· Who should be assigned to the roles of IT Admin, Business Admin, Assessor (Read-only or Full Access), and Clerical Case Tracker?  (See roles and privileges matrix in the application help for details on privileges for each role.  Just click on “Help” while on the Add or Edit User screen as an IT Admin and go to “Add a User”->”Enter User Role(s)” and look for the blue information box).
· Training
· What training do we need in order to get end-users up and running on the new system?

· Based on our staff’s knowledge of the FAS measures, and familiarity with technology, how much detail is needed in the training?  Some options from less detail to more detail:
· FAS has provided Quick-Start guides and detailed “how-to” presentations for each measure.  Can we just provide those to users and have them ask questions when needed?
· Can we just train one person and have that person support users as they have questions with the new system?
· Should we have a formal training where everyone comes and we walk through the system?

· Who needs to be trained? When can they be trained?

· Go-Live

· When should we start using the new system?  How should we communicate to staff?
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