v16 End User Training Meeting on January 25, 2023 
· High level review of what has changed in v16 that would affect end users 
· Discuss general end-user training approaches 
· End Users - routine transaction processing, constituent creation and maintenance, ticket/card scanning, running reports, making lists and outputs 
· Other users - configuration, analytics, website maintenance and sales – not focusing on today "advanced" 
 
· What has changed 
· Web interface is very consistent across the screens so it makes usage a lot easier and therefore training a lot easier 
· Ex. The Save button is consistently in one place on all pages vs now where it isn’t always in the same place or even exists at all
· Constituent Interface – visually very different, conceptually very similar 
· More usable, easier to pick up without training 
· Moved to the web interface 
· Some name changes 
· Constituent search is unchanged 
· Creating constituents has been significantly updated – worth focusing on 
· Memberships – visually and conceptually very different. Includes TNEW changes. 
· Completely rebuilt – new concepts, interfaces, everything is different 
· Will affect those doing transactional memberships (museums, zoo, admissions) most but also philanthropic reasons 
· End Users will need training on how to use new processes such as selling and renewing memberships 
· Access Control – Visually and conceptually different 
· Previously called NSCAN 
· Segmentation – visually very different, conceptually very similar 
· Previously called Extractions, very few functional changes (getting rid of features that were not commonly used) 
· Reports – visually very different, conceptually somewhat similar 
· Changed iconography to delineated between Infomaker vs SSMS – updating Infomaker reports to SSMS so they may look different 
· Lists and Output Sets – visually somewhat different, conceptually very similar 
· Already used web screens so not much has changed 
· Reference Table – visually somewhat different, conceptually very similar 
· Moved into web screens 
· What will continue to change 
· Lots of setup screens – end users won't really see these but anyone whose job it is to set things up will see a lot of changes here as it moves to the new interface 
· Tweaks as we received feedback 
· Recurring memberships still on the roadmap 
· Check the roadmap for more updates and check our webinar schedule for preview opportunities 
· Low Impact changes to end users 
· Ticket sales, order processing (except for contributions/memberships) 
· Contribution entry (except for some memberships) 
· Resource Bookings 
· Season manager/maintenance/overview 
· Ticketing setup* 
· Contribution Setup* 
*ongoing interface (not functionality) updates in these areas 
· New vs updated 
· Consider whether you should wait to implement new functionality 
· Benefits (unless you are using Entitlements plugin now)  
· Membership Pricing Rules (unless you are using promo codes and memberships as products now) 
· Web Application (unless you are using Tessitura on the go now) - might be best to do as an additive – do main training still through citrix and then introduce the web application as an optional choice later 
· Other user facing migrations that will be worth to point out to end users 
· Phones  
· Contact Permissions 
· Steps 
· Fine tune your training 
· Group your users by functional needs – can be personalized and more specific as you need 
· Constituent creators and updaters 
· Contribution entry users 
· Ticket order users 
· Plans creators/updaters 
· Fundraising configuration users 
· Ticketing configuration users 
· For each functional group, identify key processes (create a constituent, process a gift, etc) 
· For each process, work through the steps in Test 
· Know the audience of your training – should be setting up differently for those who are brand new vs those are who translating between v15 and v16 
· Document the new ways for these processes – videos, documentation, and/or training agendas
· Include things you weren't anticipating, major changes, etc
· Do not need to replicate Tessitura's documentation, can be more abbreviated to what meets the needs for your users 
· Might want to focus on frequency of usage too – make documentation that is more widely used versus niche 
· Elevate Users 
· Work with the willing – present as a professional development opportunity, they can be perfect people to evolve into power users, give them responsibilities so that you can raise them to your level, ask for their opinions 
· Excellent opportunity for advanced end users 
· Excellent way to create your documentation and new power users 
· Training your coworkers is an excellent way to learn yourself and become a power user 
· Delivering Training 
· Happens in your Test System 
· Time this closer to cutover – adult learners learn best when they feel some pressure to motivate them to complete their training; using knowledge immediately makes sure they won't lose it – don't train more than a month out before the v16 upgrade unless you feel there are extreme changes to processes or accommodations needed that require longer lead time 
· Accomplish sets of hands-on exercises simulating their real-world tasks 
· New constituents, selling memberships, fixing problems, pulling lists, running reports 
· Have more than one opportunity to work with it – session where you learn and then reinforce at a later date and cover areas of discomfort – repeat, repeat, repeat 
· Training courses 
· Currently offering v15 courses in Ticketing and Fundraising 
· Hands-On memberships for v16 – projected for mid-2023 
· Hands-On Ticketing and Fundraising – projected for late 2023 
· These are for new users – they are not the appropriate tool to train someone who has been using v15 and you want to show them the differences between v15 and v16 
· Might consider these for power users; don't necessarily use for new users coming on until you are on v16 
· Resources 
· Sandbox
· Documentation – best resource to learn the new functionality 
· Webinar series – designed for system admins, not intended to be a user training resource; will be reprised this year – talks about concepts and configuration – use it to inform the creation of your training process 
· Coming soon – more quick tutorial videos for updated processes like membership sales 
 
Questions
· What are the primary tools you would suggest? Is using a checklist by department to make sure everything is accomplished a good way to accomplish this and make sure things are getting done? The best approach is going to be what your users are willing to do – prepare everything in a way that interests the person being trained. Build each departments understanding and investment in the process prior to getting deep into the training. Most successful plan is going to be the one that they do. Make sure you test before you train and work all the bugs out then so that the trainees don't become confused. 
· Power user testing party – everyone physically together working through their daily tasks. Setting actual times on people's calendars is much more successful than just asking people to do it. Set goals for each session so you have something to work towards.
· You mentioned being able to refresh your test environment, how is this done? It is possible to update your test session after upgrading it to v16 but it will require some remapping – first will need to have live on latest version of 15 and then utilize the conversion tools provided and remap to be able to get those updates reflected in v16. Will need to work with Tessitura to accomplish this as well.
· Is there an order of who all should be allowed access to Test when? When you first upgrade, as the DBA get to know the system before you start even letting main testers in – roll out in phases. Also depends on customizations and configurations – getting those sorted before others are allowed in - don’t want people to go in and get scared or trigger things that knowingly haven't been worked on.  
· Any suggestions on tools to create videos? In Powerpoint you can record yourself and put yourself into your presentation, Snagit, start a Teams/Zoom etc meeting with yourself or with a friend – having an audience is a great help.
