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From UB ITS web site:


10
Make sure you have documentation for the full system.
· This means not only the system provider’s documentation, but documentation for all tools, updates, and any course-specific applications.

· Don’t forget to update key information about the owners of courses: In other words, “Who ya gonna call?”

9
Maintain staging and test servers to help you manage updates and changes seamlessly.
	


· Ensure that any change to your environment goes through an acceptance testing process.

· Use the test server to prototype and model changes, and the staging server for acceptance testing.

8
Practice good change management.
· Make sure all changes to your configuration are logged, and that a rollback procedure is in place.

· If something goes wrong, the first question should be, “Exactly what changed?”

7
Understand how many courses and users have been added between semesters.
· Verify these numbers with the owners of the courses.

· Make sure you have enough hardware to handle the increase in usage.

6
Know your logs!
· Enterprise applications have a number of error and system logs; locate and learn how to use them.

· Be sure to regularly monitor the logs for unusual events.

5
Create backups daily and be ready to use them.
· Monitor your environment actively.

· Practice restore procedures regularly, using the test server.

4
Purge courses and records that are no longer in use.
· Remember, keeping unused courses and accounts on your system can slow performance.

· Design and maintain an archive for long-term storage and record keeping.

· Determine a specific period after which completed courses should be archived.

3
Make sure maintenance tasks are scheduled appropriately.
· Your maintenance program should be based on routine tasks.

· It should be proactive; never reactive.

2
Have a systematic user-training program in place.
· Schedule an adequate number of workshops early in the semester.

· Highlight new features and provide actual use cases; this will foster better user adoption.

1
Participate in your user community.
· Seek, record, and share experiences from the user’s point of view.

· Gather resources and tips and disseminate them among the whole community.

· What’s the “word on the street?” Try to become aware of potential problems— before they hit you in a big way.

