Lifecycle of a Decentralized SurveyTrak Project and Data Manager Tasks  -  Toolbox
8.2.1 TESTING
(1) Set up Project Directory Structure and databases 
(2) Add users
\\SRC-Douvan\SRO\projects\Developing Best Practices 2\5. Toolbox items\8. Data Management\MikeEtzelTaskTraining_Adding staff to SurveyTrak DB.doc - Shortcut.lnk
(3) Create Test projects from GIT or previous wave Prod Project
L:\groups\TSG\dataops\DOCUMENT\SURVTRAK\Copy projects in ST Admin.doc
L:\groups\TSG\share\ST Admin\documentation\SurveytrakAdmin8_UserGuide.doc

\\SRC-Douvan\SRO\projects\Developing Best Practices 2\5. Toolbox items\8. Data Management\Setup processes\copydbs_Surveytrak.sas - Shortcut.lnk
(4)  Create Test lines (and test train/cert lines) with Line Generator
L:\groups\TSG\share\Line Generator\LineGen Documentation.doc
(5)  Test ST and Blaise Preload, BCP pulls
(6)  Test DRI/Consents
(7)  Test Data Out Processes

8.2.2 TRAINING
(1) Prepare training sample lines (scenarios provided by project managers)
(2) RCLS Set up - \\SRC-Douvan\groups\TSG\share\ST Documentation\RCLS\RCLS User Setup.doc
(3) Profiles – specs come from Project Manager L:\groups\TSG\share\Rprofiles\RProfileLoader.doc

8.2.3 PRODUCTION SET-UP
(1) Create Project – discuss with ST programmer
(2) Prepare Sample – usually comes from Sampling
(3) Create Assignment file – Send to PM for assignments
a. \\SRC-Douvan\SRO\projects\Developing Best Practices 2\5. Toolbox items\8. Data Management\Assignment File Example.xls - Shortcut.lnk
b. \\SRC-Douvan\SRO\projects\Developing Best Practices 2\5. Toolbox items\8. Data Management\Assignment Process.doc - Shortcut.lnk
(4) Set up Merge
(5) Help Desk Calls
(6) DRAS - L:\groups\TSG\share\DailyReportsArchiveSystem\Documents\Daily Reports and How to Archive Them.doc

8.2.4 DATA COLLECTION
(1) Standard Quality Assurance SAS program : L:\groups\TSG\dataops\DOCUMENT\QA
(2) Help Desk Calls
a. 
b. IWER CloseOut – \\SRC-Douvan\SRO\projects\Developing Best Practices 2\5. Toolbox items\8. Data Management\Basic Interview Closeout Procedures.doc - Shortcut.lnk
(3) Scoop Sample--  \\SRC-Douvan\SRO\projects\Developing Best Practices 2\5. Toolbox items\8. Data Management\Pulling lines from the laptop.doc - Shortcut.lnk
(4) Lost/Stolen Laptop  \\SRC-Douvan\SRO\projects\Developing Best Practices 2\5. Toolbox items\8. Data Management\Data Ops procedure for lost or stolen laptops.doc - Shortcut.lnk
8.2.5 DATA DELIVERABLES
8.2.6 PROJECT WRAP-UP
(1) End of Project Checklist \\SRC-Douvan\SRO\projects\Developing Best Practices 2\5. Toolbox items\8. Data Management\End of Project Checklist.doc - Shortcut.lnk

