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IMPLEMENTATION CHECKLIST& UNDERTAKING- HOSTEL MANAGEMENT*
				Date: ______________

Name of In-Charge: _______________________________ Designation & Contact No.: __________________________
Training Attended (Yes/No): _______________________      My User id is working (Yes/No):_____________________
I have checked the software functionality with sample/live Data (Yes/No):___________________________________

Note: All the points to be verified by Module In-charge/School Authority.
	Check list
	Status (Y/N)
	Implementation Consultant’s Remarks

	Hostel Creation
	 
	 

	Assets Creation
	 
	 

	Room Type Creation
	 
	 

	Hostel Floor Creation
	 
	 

	Hostel Room Creation
	 
	 

	Beds updation in each and individual room
	 
	 

	Room Assets allotment to Student or Room
	 
	 

	Room assignment to Students/Employees
	 
	 

	Complaint Type Category (if Applicable)
	 
	 

	Inspection Types (if Applicable)
	 
	 

	Hostel Attendance Frequency
	 
	 

	Hostel Leave Types updation
	 
	 

	TRAINING POINTS

	Dashboard
* Complete Understanding of Dashboard
* Hostel Requests
* Complaint Resolutions
* Frequency wise Attendance
* Complaint Category
* Admission Notification
	 
	
            Excellent         Very Good            Good                Average

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	How to add and Modify Hostel, Assets, Room Type, Floors and Hostel Rooms
	 
	
            Excellent         Very Good            Good                Average

	Assignment assets to room or student
	 
	
            Excellent         Very Good            Good                Average

	Assignment of Rooms to Student and Staff and export to excel
	 
	
            Excellent         Very Good            Good                Average

	Withdrawal and Change Rooms Understanding for Student and Staff
	 
	
            Excellent         Very Good            Good                Average

	Brief understanding of Request Type
	 
	
            Excellent         Very Good            Good                Average

	Generate Student Gate Passes
	 
	
            Excellent         Very Good            Good                Average

	Complaint Register and Resolution understanding
	 
	
            Excellent         Very Good            Good                Average

	Understanding of Daily Inspection and Report
	 
	
            Excellent         Very Good            Good                Average 


	How to mark Daily Attendance (frequency wise) and related reports
	 
	
            Excellent         Very Good            Good                Average

	How to update meal management and from where parents can see it
	 
	
[bookmark: _GoBack]            Excellent         Very Good            Good                Average



Remarks by Module in charge (also mention if issue/requirements):

_____________________________________________________________________________________________
_____________________________________________________________________________________________

Remarks by Implementation Consultant:

______________________________________________________________________________________________
______________________________________________________________________________________________
DISCUSSION POINTS

______________________________________________________________________________________________
______________________________________________________________________________________________




Signature of Implementation Consultant 							School Seal
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