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ProCoeur Implementation
Implementation of the application begins with the first contacts to discuss the needs of the client, through demo of what ProCoeur can actually do, preparation of the offer and price calculation to practical implementation. Described below is what needs to be done in the preparation phase, including list of requirements that are needed for successful implementation. Not all of them are needed in details for the initial consultation and offer preparation, but will need to be at least discussed (scope, existence of these materials, content…)
Regardless the version of the application, the following will need to be addressed: 
1. Preparation phase – for each Country/Legal Entity is needed the following information (ideally in XLS format): 
· company logo, logo of the Legal Entity and its statutory identification, forms and templates used in the company
· number and structure of Legal Entities to be included
· list of employees and their mapping to departments, email addresses
· list of users of the application and their access rights
· list of departments
· list of approvers and description of the approval process (levels of approving)
· approval limits for PRs, POs and GRs
· requirements for completing of approval documents (PR supplements, requirements of Central Procurement)
· list of Vendors, their addresses, email addresses, contact persons
· list and specification of Vendors for Catalogue
· list of Items to be included in Catalogue 
· list of Cost Centers, their description, coding, list of CC owners
· list of employees with own Cost Center
· list of Currencies used and Exchange Rates
· list and structure of Expenditure Types and its mapping to GL accounts
· requirements for the structure of the formal Order document (e.g. payment terms, legal conditions, etc.)
· description of the current process of Invoice pairing and way of working with Invoices (flow within the organization) 

2. Technical phase
This is mainly needed to evaluate the optimal technical setup of the environment for installation, setting and run of the application:
· version of Windows and Microsoft Office (Outlook,  Excel  and Access license) used
· existence of local LAN network, user groups and way of editing
· existence of FileServer, SQL Server, Exchange Server (alternatively SharePointu) 
· possibility to maintain/change setting of the above 
· possibility to setup a SQL database
· possibility to create a non-personal email address (e.g. email box to collect electronical invoices, etc.)
· ERP/CRM used, in case a link and integration is required (e.g. automated  Vendor data extraction or import of paired invoices to ERP)
· [bookmark: _GoBack]possibility of remote access to application/database for technical support
