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Introduction 

SAP Business One is a powerful, affordable business management solution designed specifically for small 
and midsize businesses. It integrates core business operations, such as finance, purchasing, manufacturing, 
and sales, but is flexible enough to accommodate custom requirements with various migration and 
configuration tools, add-ons, and the Software Development Kit (SDK). 

The installation and implementation of SAP Business One can be completed quickly and easily, if a 
comprehensive implementation methodology and the right tools are used.  

In order to help SAP partners and customers to better understand the process of implementing SAP 
Business One, the ñSAP Business One Accelerated Implementation Programò (ñASAP Business Oneò) has 
been assembled to serve as a guideline for the system setup and implementation process.  

The ñSAP Business One Accelerated Implementation Programò provides a comprehensive implementation 
methodology for SAP Business One partners. The ñSAP Business One Accelerated Implementation 
Programò contains detailed information on how to successfully complete and manage the implementation of 
SAP Business One  

The implementation process is divided into several phases. For each phase, this guide describes the 
relevant tasks that have to be completed and suggests roles, responsibilities, and time frames required to 
successfully complete the implementation. In addition, this guide includes various templates, checklists, and 
other supporting information to support an efficient and timely implementation of SAP Business One. 

Note that this is not a technical document. It does not contain a high level of details on technical topics 
regarding system installation and configuration. Wherever necessary, references to additional resources will 
be made. This methodology focuses on the implementation of the SAP Business One core product with core 
functionalities at enterprises with no more than fifteen (15) users. It is recommended that add-ons and 
additional developments not be implemented in the initial phase of the project, but at a later time during a 
possible second implementation phase. 

Parts of this methodology have been created with the assistance of Omega Business Solutions 
(http://www.omegagroup.com) based on its ñ1Day2Valueò (1D2V) methodology. For more information about 
1D2V, please contact Omega. 

 

ASAP Methodology 

Accelerated SAP methodology is a proven, repeatable and successful approach to implementing SAP 
solutions across industries and customer environments. It provides content, tools, and expertise from 
numerous implementations. The ñSAP Business One Accelerated Implementation Programò has been 
developed specifically to support the implementation of SAP Business One in small and midsize enterprises. 
This implementation guide will use the ASAP framework as a guideline for SAP Business One 
implementations and apply ASAP concepts and information were beneficial.  

This document contains mostly details concerning project implementation. Information and tools to support 
the presales and sales process, such as customer qualification, proposal preparation, sizing and pricing, as 
well as sales and marketing materials, can be found here: 

SAP Channel Partner Portal (http://channel.sap.com -> SAP Business One, then click on links for óSales 
Toolsô or óMarketing Toolsô) 

SAP PartnerEdge P2P Business Collaboration Network (http://p2p.sap.com/) 

SAP Business One Homepage (http://www.sap.com/solutions/sme/businessone/index.epx) 

SAP Channel Partner Solution Network (http://cpsn-channel.sap.com/) 

SAP Time2Market (http://www.saptime2market.com) 

SAP Service Marketplace (http://service.sap.com)  

http://www.omegagroup.com/
http://channel.sap.com/
http://p2p.sap.com/
http://www.sap.com/solutions/sme/businessone/index.epx
http://cpsn-channel.sap.com/
http://www.saptime2market.com/
http://service.sap.com/
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Implementation Phases 

The implementation is divided into five project phases: 

¶ Phase 1: Project Preparation 

During this phase, the team prepares and conducts a project kick-off meeting and goes through 
initial planning and preparation for the SAP Business One implementation.  

¶ Phase 2: Business Blueprint 

During this phase, a requirements workshop is conducted with various key stakeholders to define 
project objectives, scope, and schedule. In addition, the relevant business process scenarios are 
defined. In order to document the results gathered during the workshops, the Business Blueprint is 
created.  

¶ Phase 3: Project Realization 

The purpose of this phase is to implement all business process requirements based on the Business 
Blueprint. Other key focal areas of this phase are conducting integration tests and drawing up end 
user documentation. 

¶ Phase 4: Final Preparation 

The purpose of this phase is to complete final preparation (including user and administrator training, 
system management and cutover activities) to finalize go-live readiness. Upon successful completion 
of this phase, the SAP Business One system is ready to be used as a productive environment.  

¶ Phase 4: Go-Live and Support 

The purpose of this phase is to move from a project-oriented, pre-production environment to live 
production operation. The most important elements include setting up production support, monitoring 
system transactions, and optimizing overall system performance. 

 

Project Timelines and Tasks 

Most tasks listed in this methodology require efforts both from the SAP Business One implementation partner 
and the client. While efforts and involvement differ from task to task, it can be estimated that about an 
additional 40% - 50% of the implementation time listed will be required from client resources. For examples, 
an estimated duration of 10 hours for a task means that the additional effort required by client resources is 
approximately 4 ï 5 hours, unless either only the implementation partner or client resources are responsible 
for a task. In most cases, partner and client work together or simultaneously. 

Note that task durations listed in this guide are estimates and can vary depending on the size and complexity 
of the project. 
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Project Preparation (Phase 1) 

The purpose of this phase is to provide initial planning and preparation for the SAP Business One 
implementation project. Although each SAP Business One project has its own unique objectives, scope, and 
priorities; the steps in the preparation phase help identify and plan the primary focus areas that need to be 
considered. This does include technical issues as well as project management topics. In addition, the SAP 
Business One software is delivered during this phase and a preliminary installation of a sandbox or test 
system is completed. 

 

Milestones 

At the end of this phase, the following deliverables and objectives have to be completed: 

Milestone 1.1: Obtain clear understanding about sales process and client from sales team 

Milestone 1.2: Conduct kick-off meeting  

Milestone 1.3: Deliver and install SAP Business One software 

Milestone 1.4: Obtain project phase sign-off from customer for ñProject Preparationò 

 

Team members 

The estimated duration of this phase is 37.5 hours. During the project preparation phase, the following team 
members are required. 

 

Team member Estimated Time Commitment 

SAP Business One Project Manager 29.5 hours 

SAP Business One Consultant 35 hours 

SAP Business One Account Manager 26 hours 

Client Project Manager 9.5 hours 

Client IT Administrator 14 hours 

Client Lead ï Accounting 6 hours 

Client Lead ï Sales 6 hours 

Client Lead ï Operations 6 hours 

Client Lead ï Purchasing 6 hours 

Client Lead ï Logistics 6 hours 

Client Lead - HR 6 hours 

Client Executive Steering Committee (if applicable) 6 hours 

 

SAP Business One project manager, consultant(s), and account manager are involved in the initial steps of 
this phase, i.e. the project handover from sales to consulting. They should also all attend the kick-off meeting 
in order to assure that no miscommunication and misunderstandings impact the project early on.  
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The client project manager needs to be involved early on in the process, as he is responsible for client-
internal communication with the client team. He is to be involved in the planning and execution of the kick-off 
workshop and guides the project (together with the SAP Business One project manager) from that point on. 

Client IT administrator and functional leads should be prepared by the client project manager as soon as 
possible to make sure that they can attend the kick-off meeting and are available subsequently for questions. 
The client IT administrator also needs to assist in the installation of the SAP Business One software and 
database. 

 

Project tasks 

The following lists the tasks that have to be completed during the implementation phase  

 

Task # Description Results Est. 
duration 

Team members 

1 
General project 
management 

 12 hours  

1-1 
Hand-over from 
sales 

- Obtain information about sales 
process, customer, schedule, 
business processes, é 
- Project risk assessed 

6 hours 

SAP Business One 
project manager, 
consultants, account 
manager 

1-2 
Define project 
organization 

- Clarify project responsibilities 
internally 

2 hours 

SAP Business One 
project manager, 
consultants, account 
manager 

1-3  
Conduct internal 
kick-off 

- Communicate project plan 4 hours 

SAP Business One 
project manager, 
consultants, account 
manager 

2 
Project kick-off 
preparation 

 10 hours  

2-1 
Communicate with 
customer 

- Confirm hardware and 
resource availability 
- Confirm date and agenda for 
kick-off 

2 hours 
SAP Business One 
project manager, client 
project manager 

2-2 
Create kick-off 
presentation 

- Kick-Off meeting presentation 
with agenda and project plan 

8 hours 

SAP Business One 
project manager, 
consultants, account 
manager 

3 Kick-off meeting  6 hours  

3-1 Kick-off meeting 

- Conduct kick-off meeting 
- Obtain understanding of 
customer expectations and 
high-level requirements 
- Finalize project plan and time 
schedule 

6 hours Project team (see 2.2) 

4 
Software delivery 
and install 

 
8.5 
hours 

 

4-1 Deliver software - Obtain signed delivery receipt 0.5 hours SAP Business One 
project manager, client 
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project manager 

4-2 
Install SAP 
Business One 

- SAP Business One functional 
and initialized with demo 
database on client hardware 

8 hours 
SAP Business One 
consultants, client IT 
administrator 

5 
Review Project 
Phase 

- Obtain signed project phase 
sign-off 

1 hour 

SAP Business One 
project manager, 
client project 
manager, SAP 
Business One 
consultants 

 

Documentation 

It is important that the following steps and results of this phase be documented. 

a) Handover from sales 

b) Project scope and organization 

c) Kick-off meeting results 

d) SAP Business One software delivery 

e) Completion of Phase 1: Project Preparation 

Please use the following templates as guidelines for corresponding project tasks and to create the necessary 
documentation: 

Handover from Sales Checklist (DOC, 155Kb) 

Project Risk Assessment (XLS, 99 Kb) 

Project Plan (MPP, 236 Kb) 

SAP Business One Guides (ZIP, 7,278 Kb) 

Kick-Off Meeting Presentation Template (PPT, 554 Kb) 

Meeting Agenda Template (DOC, 63 Kb) 

Meeting Minutes Template (DOC, 57 Kb) 

Software Delivery Receipt (DOC, 111 Kb) 

Project Phase Signoff (DOC, 113 Kb) 

 

Best-practice recommendations 

Please find below a list of frequently asked questions and know issues for the implementation phase. 

¶ Include sales team in kick-off meeting to assure that customer expectations set during the sales 
process are feasible and that product capabilities have not been miscommunicated 

¶ Explicitly confirm hardware, software, and resource availability for kick-off meeting with client 
project manager and/or IT administrator  

¶ Perform a high level SAP Business One product demonstration as part of the kick-off meeting in 
order to give all team members a visual understanding of the product and to address early questions  

Templates/ASAP%20Business%20One%20-%20Handover%20from%20Sales%20Checklist.doc
Templates/ASAP%20Business%20One%20-%20Risk%20Assessment.xls
Templates/ASAP%20Business%20One%20-%20Project%20Plan.mpp
Templates/ASAP%20Business%20One%20-%20SAP%20Business%20One%20Guides.zip
Templates/ASAP%20Business%20One%20-%20Project%20Kickoff%20Presentation.ppt
Templates/ASAP%20Business%20One%20-%20Meeting%20Agenda%20Template.doc
Templates/ASAP%20Business%20One%20-%20Meeting%20Minutes%20Template.doc
Templates/ASAP%20Business%20One%20-%20Software%20Delivery%20Receipt.doc
Templates/ASAP%20Business%20One%20-%20Project%20Phase%20Sign%20Off.doc
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¶ Clearly communicate time requirements for client resources, i.e. when and how long they have to be 
available 

¶ Client should create an executive steering committee in order to assure executive management 
support of the implementation project 

¶ At the completion of the ñProject Preparation Phaseò, obtain a copy of the ñProject Phase Signoffò 
document signed by the client project manager 
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Business Blueprint (Phase 2) 

The purpose of this phase is to achieve a common understanding of how the client intends to run SAP 
Business One to support their business. One or more requirements gathering workshops are conducted 
during which business processes and individual functional requirements of the client are defined and 
analyzed. In addition, the workshops serve to refine the original project goals and objectives as well as to 
revise the overall project schedule, if necessary. The result is the Business Blueprint, which is a detailed 
documentation of the results gathered during requirements workshops. The Business Blueprint serves as a 
technical and functional guide during the subsequent phases of the SAP Business One implementation 
project. 

 

Milestones 

At the end of this phase, the following deliverables and objectives have to be completed: 

Milestone 2.1: Schedule and conduct business requirement gathering workshops with client functional leads 

Milestone 2.2: Create Business Blueprint 

Milestone 2.3: Determine changes to project scope and time schedule (if applicable) 

Milestone 2.4: Obtain project phase sign-off from customer for ñBusiness Blueprintò 

 

Team members 

The estimated duration of this phase is 26.5 hours. During the project preparation phase, the following team 
members are required. 

 

Team member Estimated Time Commitment 

SAP Business One Project Manager 7.5 hours 

SAP Business One Consultant 24 hours 

Client Project Manager 7.5 hours 

Client IT Administrator 6 hours 

Client Lead ï Accounting 3 hours 

Client Lead ï Sales 3 hours 

Client Lead ï Operations 3 hours 

Client Lead ï Purchasing 3 hours 

Client Lead ï Logistics 3 hours 

Client Lead - HR 3 hours 

 

The SAP Business One project manager is responsible for scheduling the business requirements gathering 
workshops together with the client project manager. The SAP Business One consultants conduct the 
business requirements gathering workshops together with the client functional leads. The client IT 
administrator should attend the workshops. If this is not possible, he should be briefed on the outcome of 
each workshop to ensure that requirements defined are feasible in the clientôs IT environment. 
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During the business requirements workshops, client functional leads should be prepared to discuss details of 
each business process they oversee and to walk the consultant through their operations,  

 

Project tasks 

The following lists the tasks that have to be completed during the implementation phase  

 

Task # Description Results Est. duration Team members 

1 
General project 
management 

 1.5 hours  

1-1 Review project plan 

- Review minutes from kick-off 
meeting 
- Project plan is updated based 
on outcome of kick-off meeting 

1 hour 

SAP Business One 
project manager, 
client project 
manager 

1-2 

Schedule business 
requirements 
gathering 
workshops 

- Business requirements 
gathering workshops are 
scheduled 

0.5 hours 

SAP Business One 
project manager, 
client project 
manager 

2 
Business 
requirements 
gathering 

 19 hours  

2-1 

Conduct business 
requirements 
gathering 
workshops 

- Business needs defined in 
detail in the areas of:  
* sales,  
* purchasing,  
* inventory management,  
* production and MRP,  
* financials and accounting,  
* service management 
* banking 
* reporting 
* business partner and item 
master data 
* chart-of-accounts 

- Requirements defined for: 
* authorizations and data 
ownership 
* data migration 
* interfaces and integration 
points 
* system performance 

15 hours 
(5 workshops 
at 3 hours 
each) 

SAP Business One 
consultant, client 
functional leads, 
client IT 
administrator 

2-2 
Create Business 
Blueprint 

- All relevant data 
(requirements, solutions, 
limitations, and gaps) are 
documented in Business 
Blueprint document 

4 hours 
SAP Business One 
consultant 

3 Review blueprint   5 hours  

3-1 
Review and 
discuss Business 
Blueprint 

- Feasibility of business and 
technical requirements is 
determined 

4 hours 
SAP Business One 
consultants, SAP 
Business One 
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- Limitations and gaps are 
established and solutions are 
agreed upon 

project manager, 
client project 
manager 

3-2 Review project plan 
- Project plan is up-to-date 
based on Business Blueprint 
review 

1 hour 

SAP Business One 
project manager, 
client project 
manager 

4 
Review Project 
Phase 

- Obtain signed project phase 
sign-off 

1 hour 

SAP Business 
One project 
manager, client 
project manager, 
SAP Business 
One consultants 

 

Documentation 

It is important that the following steps and results of this phase be documented. 

a) Review meeting results 

b) Business process and technical requirements 

c) Completion of Phase 2: Business Blueprint 

Please use the following templates as guidelines for corresponding project tasks and to create the necessary 
documentation: 

Meeting Agenda Template (DOC, 63 Kb) 

Meeting Minutes Template (DOC, 57 Kb 

ASAP Business One Business Blueprint (XLS, 240 Kb) 

SAP Business One Guides (ZIP, 7,278 Kb) 

Project Plan (MPP, 236 Kb) 

Project Phase Signoff (DOC, 113 Kb) 

 

Best-practice recommendations 

Please find below a list of frequently asked questions and know issues for the implementation phase. 

¶ Conduct both one-on-one and group workshops be able to discuss individual requirements as well 
as overlaps and dependencies between departments 

¶ Have a SAP Business One system available during the workshops in order to be able to 
demonstrate how business requirements can be addressed by the system 

¶ Use clientôs chart-of-accounts instead of creating a new chart-of-accounts as this will significantly 
reduce efforts for data migration and open balance reconciliation 

¶ Communicate and document that data migration includes only master data from legacy system to 
SAP Business One; if client wishes to migrate historical transaction data, defer to a separate project 
following the initial implementation 

¶ Assure detailed documentation of requirements in Business Blueprint and emphasize to client that 
even seemingly small changes to scope and/or requirements can have a significant impact on cost, 
resources, and timeline of the project 

Templates/ASAP%20Business%20One%20-%20Meeting%20Agenda%20Template.doc
Templates/ASAP%20Business%20One%20-%20Meeting%20Minutes%20Template.doc
Templates/ASAP%20Business%20One%20-%20Business%20Blueprint.xls
Templates/ASAP%20Business%20One%20-%20SAP%20Business%20One%20Guides.zip
Templates/ASAP%20Business%20One%20-%20Project%20Plan.mpp
Templates/ASAP%20Business%20One%20-%20Project%20Phase%20Sign%20Off.doc
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¶ Make sure to obtain client sign-off on Business Blueprint 
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Project Realization (Phase 3) 

This phase represents the most significant of the implementation phases. The purpose of Project Realization 
is to implement all the business process and technical requirements defined during the previous phases and 
documented in the Business Blueprint. During this phase, the consultants validate and update configuration 
and demonstrate processes while the customer updates the work instructions (business process procedures: 
BPP) and performs unit and integration tests. 

 

Milestones 

At the end of this phase, the following deliverables and objectives have to be completed: 

Milestone 3.1: SAP Business One production system installed and customized based on Business Blueprint  

Milestone 3.2: Data migration complete (if applicable) 

Milestone 3.3: System setup validated 

Milestone 3.4: System testing complete 

Milestone 3.5: Training and cut-over plan defined 

Milestone 3.6: Obtain project phase sign-off from customer for ñProject Realizationò 

 

Team members 

The estimated duration of this phase is 86 hours. During the project preparation phase, the following team 
members are required. 

 

Team member Estimated Time Commitment 

SAP Business One Project Manager 17 hours 

SAP Business One Consultant 86 hours 

Client Project Manager 17 hours 

Client IT Administrator 40 hours 

Client Lead ï Accounting 20 hours 

Client Lead ï Sales 20 hours 

Client Lead ï Operations 20 hours 

Client Lead ï Purchasing 20 hours 

Client Lead ï Logistics 20 hours 

Client Lead - HR 20 hours 

 

The SAP Business One project manager is responsible for scheduling system configuration, as well as 
oversee and possibly execute any planning steps in cooperation with the client project manager. SAP 
Business One consultants perform the install of all SAP Business One components (operating system, 
database, SAP Business One, patches) on client hardware.  
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The client IT administrator is responsible for supporting the installation of the SAP Business One 
components. Client leads mainly need to be available for the creation of validation and test scripts as well as 
system testing and validation itself. Client leads are responsible to confirm that the configurations in SAP 
Business One correspond to the business requirements defined and provide the solution expected. 

 

Project tasks 

The following lists the tasks that have to be completed during the implementation phase  

 

Task # Description Results Est. 
duration 

Team members 

1 
General project 
management 

 18 hours  

1-1 
Plan organizational 
change 
management 

- User roles are defined and 
assigned to business processes 
- Communication strategy for 
end users is defined  

2 hours 

SAP Business One 
project manager, 
client project 
manager, SAP 
Business One 
consultants 

1-2 
Plan end-user and 
administrator 
training 

- Training strategy defined 
- Preliminary training schedule 
created 
- Training material is created 

8 hours 

SAP Business One 
project manager, 
client project 
manager, SAP 
Business One 
consultants 

1-3 
Define and prepare 
data migration  

- Relevant item, BP, and 
balance data from legacy 
system is cleaned and filtered 

8 hours 
SAP Business One 
consultants, client IT 
administrator 

2 
Production 
system setup 

 28 hours  

2-1 
Install SAP 
Business One 
production system 

- SAP Business One with 
database installed on client 
hardware for intended 
production use 

2 hours 
SAP Business One 
consultants, client IT 
administrator 

2-2 
Complete system 
initialization 

- SAP Business One system 
initialized based on Business 
Blueprint and SAP system 
initialization guide 

2 hours 
SAP Business One 
consultants, client IT 
administrator 

2-3 

Complete system 
configuration based 
on Business 
Blueprint 

- SAP Business One system 
configured for production use 
based on Business Blueprint 

8 hours 
SAP Business One 
consultants, client IT 
administrator 

2-4 
Complete data 
migration 

- All relevant item, business 
partner, and accounting data 
imported into SAP Business 
One  

8 hours 
(depending 
on data 
volume and 
quality, this 
number 
varies 
greatly) 

SAP Business One 
consultants, client IT 
administrator 
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2-5 
Configure 
applicable 
interfaces 

- Standard interfaces to print, 
fax, email, etc. configured and 
functional 

4 hours 
SAP Business One 
consultants, client IT 
administrator 

2-6 
Establish users and 
authorizations 

- User list with authorizations is 
completed and users have 
been created in the SAP 
Business One system 

4 hours 
SAP Business One 
consultants, client IT 
administrator 

3 
Organizational 
Change 
Management 

 2 hours  

3-1 

Conduct change 
management 
communication (if 
applicable) 

- Roles, tasks, and training 
schedule have been 
communicated to end users 
- Vendors and customers have 
been informed about schedule 
and upcoming changes 

2 hours 

SAP Business One 
project manager, 
client project 
manager, client 
functional leads 

4 
System 
validation/accepta
nce testing  

 8 hours  

4-1 
Maintain Business 
Process Master List 

- List of all relevant core 
business processes relevant for 
the SAP Business One 
implementation is created 

6 hours 
SAP Business One 
consultants, client 
functional leads 

4-2 

Conduct business 
process and data 
validation/acceptan
ce testing 
workshops 

- All processes from the 
business process master list 
have been walked through in 
the system and have been 
reviewed 
- Data imported via data 
migration has been verified 
- Changes to setup or scope 
are documented 

2 hours 
SAP Business One 
consultants, client 
functional leads 

5 System Testing  26 hours  

5-1 
Define test cases 
and scope 

- Test plan and cases created 8 hours 
SAP Business One 
consultants, client 
functional leads 

5-2 
Prepare test 
environment 

- Copy of production SAP 
Business One database 
created and initialized in SAP 
Business One test system 

1 hour 
SAP Business One 
consultants, client IT 
administrator 

5-3 Execute test plan 
- All test cases have been 
completed successfully 

16 hours 
SAP Business One 
consultants, client 
functional leads 

5-4 
Review test results 
and necessary 
changes 

- Results and necessary 
changes are reviewed 
- Project plan is updated 

1 hour 

SAP Business One 
project manager, 
client project 
manager, SAP 
Business One 
consultants 

6 Cut-Over and  3 hours  
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Support Planning 

6-1 
Define cut-over 
plan 

- Cut-over plan defined 1 hour 

SAP Business One 
project manager, 
client project 
manager, client 
functional leads, 
client IT 
administrator, SAP 
Business One 
consultants 

6-2 
Plan support 
strategy 

- All support procedures and 
contacts are defined 

1 hour 

SAP Business One 
project manager, 
client project 
manager, client 
functional leads, 
client IT 
administrator, SAP 
Business One 
consultants 

6-3 
Plan system 
administration 

- System administrator is 
appointed; tasks and 
responsibilities are defined 

1 hour 

SAP Business One 
project manager, 
SAP Business One 
consultants, client 
project manager, 
client IT administrator 

7 
Review Project 
Phase 

- Obtain signed project phase 
sign-off 

1 hour 

SAP Business One 
project manager, 
client project 
manager, SAP 
Business One 
consultants 

 

Documentation 

It is important that the following steps and results of this phase be documented. 

a) General project management tasks 

b) User and administrator training plan 

c) System validation 

d) System testing 

e) Changes required or desired after validation and testing 

f) Cut-over and support  

g) Completion of Phase 3: Project Realization 

Please use the following templates as guidelines for corresponding project tasks and to create the necessary 
documentation: 

Meeting Agenda Template (DOC, 63 Kb) 

Meeting Minutes Template (DOC, 57 Kb) 

Change Management Communication Guide (DOC, 567 Kb) 

Templates/ASAP%20Business%20One%20-%20Meeting%20Agenda%20Template.doc
Templates/ASAP%20Business%20One%20-%20Meeting%20Minutes%20Template.doc
Templates/ASAP%20Business%20One%20-%20Change%20Management%20Communication%20Guide.doc
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SAP Business One Guides (ZIP, 7,278 Kb) 

Business Process Master List (XLS, 98 Kb) 

Training Plan (DOC, 153 Kb) 

Test Strategy Guide (DOC, 203 Kb) 

Test Case Template (DOC, 77 Kb) 

Issue Log (XLS, 118 Kb) 

Change Request Form (DOC, 124 Kb) 

Project Plan (MPP, 236 Kb) 

Project Phase Signoff (DOC, 113 Kb) 

 

Best-practice recommendations 

Please find below a list of frequently asked questions and know issues for the implementation phase. 

¶ Involve client functional leads constantly during the entire phase in order to make them feel 
considered and comfortable with the changes the new system will bring 

¶ Cleary communicate to the client that data quality and integrity for data migration is client 
responsibility 

¶ Conduct all or large parts of system validation/acceptance testing together with client in a formal 
ñConference Room Pilotò 

¶ End-users should log into system with their user ID and simulate relevant business processes 
from start to finish 

¶ Print a copy of all output documents, i.e. invoices, purchase orders, reports, etc., and financial 
statements and have client sign off upon acceptance 

¶ Plan to initially train key-users and implement a ñtrain-the-trainerò training concept  

¶ Minimize the number of changes to setup and scope you implement as testing and training are 
significantly affected; document changes and reason for changes consistently with change request 
forms 

¶ Schedule last business day before go-live on a Friday in order to have the weekend for production 
preparation activities; complete business activities that Friday by noon 

 

../../../../../Documents%20and%20Settings/d035910/Application%20Data/Microsoft/Word/Templates/ASAP%20Business%20One%20-%20SAP%20Business%20One%20Guides.zip
Templates/ASAP%20Business%20One%20-%20BPML.xls
Templates/ASAP%20Business%20One%20-%20Training%20Plan.doc
Templates/ASAP%20Business%20One%20-%20Test%20Strategy%20Guide.doc
Templates/ASAP%20Business%20One%20-%20Test%20Case%20Template.doc
Templates/ASAP%20Business%20One%20-%20Issue%20Log.xls
Templates/ASAP%20Business%20One%20-%20Request%20for%20Change.doc
Templates/ASAP%20Business%20One%20-%20Project%20Plan.mpp
Templates/ASAP%20Business%20One%20-%20Project%20Phase%20Sign%20Off.doc


SAP Business One Accelerated Implementation Program   

  

© SAP AG 2006  19  

Final Preparation (Phase 4) 

The purpose of this phase is to prepare the SAP Business One system and the client organization for 
production go-live. Key activities during this phase include the completion of user and administrator training 
as well as a final fine-tuning of the SAP Business One system. As part of final system tests, necessary 
adjustments are made to resolve all remaining critical open issues. Cut-over activities are also completed 
during the Final Preparation phase.  

 

Milestones 

At the end of this phase, the following deliverables and objectives have to be completed: 

Milestone 4.1: Complete user and administrator training 

Milestone 4.2: Confirm system readiness for go-live  

Milestone 4.3: Complete cut-over activities 

Milestone 4.4: Obtain project phase sign-off from customer for ñFinal Preparationò 

 

Team members 

The estimated duration of this phase is 42 hours. During the project preparation phase, the following team 
members are required. 

 

Team member Estimated Time Commitment 

SAP Business One Project Manager 4 hours 

SAP Business One Consultant 42 hours 

Client Project Manager 18 hours 

Client IT Administrator 25 hours 

Client Lead ï Accounting 18 hours 

Client Lead ï Sales 18 hours 

Client Lead ï Operations 18 hours 

Client Lead ï Purchasing 18 hours 

Client Lead ï Logistics 18 hours 

Client Lead - HR 18 hours 

 

The SAP Business One project manager and the SAP Business One consultants are responsible for 
scheduling and conducting user and administrator training. Training scheduling and execution is supported 
by the client project manager and, from an infrastructure perspective, by the client IT administrator. Client 
functional leads and end users need to attend the relevant training. 

System readiness checks need to be completed by the SAP Business One consultants and the client IT 
administrator. SAP Business One project manager and consultants as well as all client team members are 
responsible for the thorough completion of all cut-over activities. 

 




