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          Ongoing Responsibilities Checklist

This checklist can help you identify areas that require an owner to ensure that the Microsoft( Business Solutions CRM functionality continues to evolve as your business does, and that your users receive ongoing support as needed. 

Note   It is important that all users of your Microsoft CRM system, including employees and contractors, understand their roles and what is expected of them. You should communicate their ongoing responsibilities to them to avoid confusion.
To use this table, put an X in the “Used here?” column to indicate Microsoft CRM data that your organization uses. Under the “Responsible person” column, there are columns for each main area of ongoing responsibilities. Use these columns to record the name of the person responsible for ongoing tasks in each area.

	
Microsoft CRM
	
Used here?
	Responsible person

	
	
	Data entry
	Data ownership
	Data quality
	Employee training
	Configuration customizations, as business evolves*

	Data 
	
	
	
	
	
	

	Accounts
	
	
	
	
	
	

	Activities
	
	
	
	
	
	

	Competitors
	
	
	
	
	
	

	Contacts
	
	
	
	
	
	

	Addresses
	
	
	
	
	
	

	Cases
	
	
	
	
	
	

	Discounts
	
	
	
	
	
	

	Invoices
	
	
	
	
	
	

	Leads
	
	
	
	
	
	

	Opportunities
	
	
	
	
	
	

	Price lists
	
	
	
	
	
	

	Products
	
	
	
	
	
	

	Quotes
	
	
	
	
	
	

	Sales orders
	
	
	
	
	
	

	Subjects
	
	
	
	
	
	

	Substitute products
	
	
	
	
	
	

	Units
	
	
	
	
	
	

	Unit groups
	
	
	
	
	
	

	Business settings
	
	
	
	
	
	

	Licenses
	
	
	
	
	
	

	Business units
	
	
	
	
	
	

	Users
	
	
	
	
	
	

	Teams
	
	
	
	
	
	

	Security roles
	
	
	
	
	
	

	Service settings
	
	
	
	
	
	

	Routing rules
	
	
	
	
	
	

	E-mail templates
	
	
	
	
	
	

	Contract templates
	
	
	
	
	
	

	Knowledge base templates
	
	
	
	
	
	

	    Queues
	
	
	
	
	
	

	Sales settings
	
	
	
	
	
	

	Sales territories
	
	
	
	
	
	

	Fiscal year settings
	
	
	
	
	
	

	Routing rules
	
	
	
	
	
	

	Sales quota management
	
	
	
	
	
	

	Workflow rules
	
	
	
	
	
	

	Announcements
	
	
	
	
	
	

	Integration 
	
	
	
	
	
	


To use this table, under the “Responsible person” column, there are columns for each main area of ongoing responsibilities. Use these columns to record the name of the person responsible for ongoing tasks in each area.

	Computers/other
	Responsible person

	
	Installing service packs and security patches
	Maintaining availability 
	Monitoring performance 

	Server software**
	
	
	

	Microsoft SQL Server™
	
	
	

	Internet Information Services (IIS)
	
	
	

	Active Directory®
	
	
	

	Microsoft Exchange
	
	
	

	Server hardware ***
	
	
	

	Client computer software
	
	
	

	Client computer hardware 
	
	
	

	Data migration - history
	Not needed
	
	Not needed

	Backups
	
	
	

	Other
	
	
	


*Once the implementation is complete, you need to decide how often to update or make configuration changes. You should have a plan in place that outlines when you need to make configuration changes, and lists what types of configuration changes your personnel are capable of doing, and what types of changes you'll need to get help with. 

** You should have personnel (contractors or employees) that understand and can work with these products. It is a good idea to understand how quickly you can get assistance and the level of expertise that you can expect for these services. If you contract out these services, you should look for MCSE\MCSD skills and someone who can offer options and planning for your existing needs and growth.
***You should have personnel (contractors or employees) that understand and are responsible for your servers. In either case, you should be confident that you can rely on this personnel should you have a systems problem.  Remember—if your hardware is not working, Microsoft CRM will not be functional.
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