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Thanks for joining DocBoss! We're looking forward to working with you.
This article is your game plan for a successful onboarding.

DocBoss has many features available for customization to support different types of document control workflows
and requirements. To ensure you get the best experience from the beginning, we highly recommend that you
choose someone in your organization to who has time to learn about DocBoss and work with our Support team to
get your instance set up in the way that will be most useful for your unique processes and business needs. We refer
to this person as your primary support contact.

What we do

e Provide support to up to three designated contacts (including the primary support contact)
e Weekly check-in meetings while you're learning the ropes

What you'll need to do

Summary

1- Designate a primary support contact
2- Register for DocBoss training
3- Arrange weekly check-in meetings

4- Have your primary support contact work with our team to customize DocBoss to your business needs

1) Designate a primary support contact

The primary support contact is a role you will want to designate as your internal DocBoss "expert."

This should be someone who is good with processes and knows how all of your teams who'll be using DocBoss work.
Depending on the size of your company, they might be the commercial contact (the person in charge of the
agreement with DocBoss), someone who does more project-based or operations work, or one of your document
controllers.

This person should:
e Be familiar with document control (even if they are not a document controller themselves)
e Planto spend several hours a week during implementation on learning about DocBoss and working with our
support team to implement your company's existing workflow and defaults in the software
* Be someone who is authorized to make changes to your processes (as they will be setting up defaults for all of
your DocBoss users to work with)
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e Have aworking relationship with your leadership team so that your DocBoss process can be approved and
communicated internally

Let us know who this person is - it will make coordinating the initial meetings much easier for your team and ours.

2) Register for DocBoss training

The trainings are available for up to six participants at a time. The primary support contact should plan to attend the
training, even if they're someone who won't be doing day-to-day document control work.

3) Arrange weekly check-in meetings

For smaller teams, if you have only a few users it may be best to find a time that works for everyone to join the
weekly check-in with DocBoss. This helps because people can hear each other's questions and workshop solutions
together, along with guidance from our team.

For larger teams, a customer of ours who had a very successful implementation followed this process: once a week,
they had an internal meeting with their document control team and the DocBoss support contacts to gather open
questions. This gave the document controllers a space where they were more comfortable asking questions. After
this meeting the support contacts would meet with our team to discuss practical solutions in DocBoss, whether this
was technical support or questions about how to bring their existing processes into our software.

4) Have your primary support contact work with our team to
customize DocBoss to your business needs

Because it is important to us that our customers can export and make submittals directly from DocBoss exactly to
their customers' specs, there are a lot of features for customization, and it can be helpful to take advantage of them
from the beginning. A lot of these customizations can be set once at the admin level by your primary support
contact (or any user with admin permissions), and then your doc controllers and other users can jump right into
starting their projects. This reduces the workload for the doc controllers and the questions they might have for
their leadership about how to transition to using DocBoss. It also creates a lot of consistency across your projects,
which is very helpful for reporting and if someone needs to cover for anyone who is away.

It can be tempting to leave the customization until your team is more familiar with DocBoss, but many of the
customization options are about bridging any gaps between your existing processes and the way DocBoss
functions. Getting these in place from the beginning will make your team much more comfortable with using the
software, so this is a great way to jumpstart your team's engagement with DocBoss.

Any questions? Please reach out to our Support team - we're happy to help!



