Campaign Management Configuration Timeline














Pre-Meeting





Receive and review the Getting Started Guide and Website





Initial Call 


Get answers to your Getting Started Guide & Website questions


Review Initial Call Checklist


Review configuration milestone due dates


Discuss Company Profile


Provide data and campaign team contacts 


Schedule Campaign Configuration Calls





WEEK 1





Estimated duration of call: 2.0 hrs





Follow Up Call 


Get answers to your questions


Provide data and campaign team contacts (if necessary)


Confirm Initial Data/Payroll and Website Specifications Review Calls








WEEK 2





Estimated duration of call: 1.5 hrs





Initial Data/Payroll Call


Review data specifications


Discuss data transfer protocol


Establish data file due dates


Determine if follow-up call is needed








Estimated duration of call: 1.0 hrs





WEEK 3





Follow-up Data/Payroll Call 


(if necessary)


Get answers to your questions





WEEK 4





Data Import File Due





Website Spec Review Call


Review site functionality


Review Website Spec Checklist for outstanding items


Confirm campaign start date


Review website sign-off document





Estimated duration of call: 2.0 hrs





Sign-off on website functionality





Estimated duration of call: 1.5 hrs





BETWWENWEEK 6-8





WEEK 9





CAMPAIGN KICKOFF





WEEK 7





Data Import File Due





Participate in Admin User training





New Employee Import File Due





WEEK 5





Campaign Kick-off Prep Call


Review Special Event procedures/configuration


Confirm campaign end date


Confirm Admin User training








