

keep THE FOUR EMPTY <hEADER> STYLE PARAGRAPH MARKERS ABOVE THE HEADER

[bookmark: _Hlk48143405][bookmark: _Toc405201163][bookmark: _Toc405201527][bookmark: _Toc405201703][bookmark: _Toc405201767][bookmark: _Toc405201907][bookmark: _Toc405202304][bookmark: _Toc43291767]















CHECKLIST
[bookmark: _Toc51660947]Upgrade checklist & advisory notices

Important information
Please ensure you review the below information as it highlights pre-upgrade actions, post-upgrade actions and important changes. 

Pre-upgrade checks
1)   Hierarchy / Security profiles/ User profiles review
We advise administrators to conduct a comprehensive hierarchy review ahead of their upgrade. Please review your positions, organisation units and security profiles. This is particularly relevant if you use leave, timesheets, expenses and approval/workflow functionality. Please ensure that positions are assigned correctly to the appropriate org unit and security profile. Errors in your hierarchy will affect approval workflows and corrections after the upgrade may incur additional costs. If you need support to conduct a hierarchy review, we can provide 'how to' instructions to run your own Position, Org Unit & Security Profile reports (to review your hierarchy).
2)   Email addresses / Phonebook
We advise administrators review all email addresses, ensuring they are up to date. Any email addresses held in the business email field will be an employee’s login email and visible to all employees through the phonebook functionality. 
If your organisation uses personal email addresses in this field this will be a GDPR risk if the phonebook is used. We are able to toggle off the phonebook functionality ahead of the upgrade or an administrator can toggle it off after the upgrade. 


Post-upgrade actions
1)   Email verification and first login attempt
All users will have 24 hours after the upgrade has taken place to verify their email address, reset their password and login. Employees will not be able to access the Next Generation Software if this process isn’t completed. 
If, for any reason, an employee can’t compete verification within 24 hours they can follow the instructions on the original verification email and use the forgot my password option. In this instance, they’ll only have 2 hours to complete verification. Administrators will be required to provide password resets if employees lock themselves out of the application.
2) New URL
After users have verified their email address, all users will need to bookmark the new URL https://app.moorepay.co.uk/. Anyone trying to access the system with the old URL will receive an error message. 


Important changes
1) Payroll reports
Reports will now show as separate pages. A consolidated report will be available at the beginning of 2022. Any reports will now be accessible via your upgraded solution. Please note, your archived reports are now separated, rather than one single PDF. This change has been requested by our customers to enable them to focus on the correct report.
2) Equal opportunities data
Equal opportunities information will now be held within the contract screen, this will also hold DOB. Unless you have a bespoke profile, equal opportunities data will be visible to standard manager profiles as it is in MPHR currently.
3) Basic Pay screen
The basic pay screen is visible to the standard manager profile (as it is in MPHR). If you have managers who are on the same level and org unit (perhaps for visibility of the leave calendar), this screen will be visible to these managers. If you don’t want your managers to have visibility of the basic pay screen and attachments (such as contractual documents) you’ll need to change their profiles accordingly.
4) Contract details
Contract details and history are currently available to those managers with a standard profile for their team members.
5) Leavers
If you have not removed/deleted leaver user security profiles, they may still have access to their payroll information. If you do not want a leaver to have access to the software, please remove their user security profile accordingly.
6) eLearning
You’ll be provided with eLearning to support your upgrade. We advise you complete this eLearning prior to the upgrade as there are changes to some screens which may affect the way in which you use the software. In addition to the eLearning, in application assistance can be found throughout the application when you see a bubble or ⓘ.
7) Access change - Admin/Super Admin
In the Next Generation Software a Super Admin profile is now available, as well as the standard Admin. Super Admin leave requests are automatically approved. They’re able to review, approve and reject all leave applications submitted by anyone within the business. They’ll receive an email notification when a leave application is approved by a manager and are able to create other Super Admin user accounts.
8) Dashboard 
When you first login to the Next Generation Software, you’ll have a new Dashboard. This dashboard provides a clear view of where you may be in the processing schedule. Please note the data informing this dashboard would have been created your original build.
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Upgrade checklist
	
Main Contact Name
	

	
Payroll Reference 
	

	
Company Name
	

	Number of Current Administrators
	

	
Number of Staff
	

	
Next 2 Payroll Lock Down Dates
	

	
Next 2 Payroll Clear Down Dates

	


Please circle/tick the main functionality your organisation currently uses below. If you are a new client, please tick the functionality you expect to use within the Next Generation Software.

	Payroll
	Timesheets
	Benefits
	

	HR
	Performance management
	Extractor
	

	Leave
	Analytics
	Employee Self service
	

	Expenses
	Learn management system (LMS)
	Mapper
	

	Other 
(Please elaborate)
	


	Do your administrators have access to multiple databases/payrolls?
	YES/NO                             

	Do your staff currently have easy access to the Web Application?
	YES/NO 

	Do you expect your staff to download the Mobile Application?
	YES/NO

	Do you use timesheets?
	YES/NO                       


	If yes, do you import timesheets?
If yes, via ESS Timesheets, Mapper or Bulk Timesheets?
	YES/NO                       
ESS/Mapper/Bulk

	Do you have bespoke profiles?
	YES/NO

	Do you hold HR Records for employees/contractors not held on your payroll?
	YES/NO

	Do you have a company logo on your current payslips?
	YES/NO

	Do you have a theme on your current application?
	YES/NO

	Do you have bespoke reports, user fields or dashboard access?
	YES/NO




Pre-upgrade actions checklist
	Hierarchy Review
Would you like us to send you the guide to support your organisation’s hierarchy, profiles and positions review?
	
YES/NO

	Would you like us to toggle off the Phonebook functionality?
	YES/NO

	Employees have been advised to review and update e-mail addresses
	YES/NO

	We confirm that all active leavers will be removed from the system pre-upgrade 
	YES/NO



I confirm that I have read the important information and will complete any actions prior to my agreed upgrade date.



 
	Name:
	
	

	Date:
	
	

	Signature:
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