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Change Summary:
New installation of Capturx for SharePoint (CSP) at http://servername 
 

	

Change Schedule: 
	DONE
(check-off when completed)
	Date
	Resource
	Activity

	
	
	(one or more)
SQL Admin
SharePoint Admin
Server Admin

	Test the procedure on QA / staging environment at http://staging-servername 



	
	 
	Stake Holders (examples)
Department Manager
Project Manager
IT Manager
SQL Admin
SharePoint Admin
Server Admin

	Review the change request, procedure, comment, questions, review meeting, approval



	
	
	(one or more)
SQL Admin
SharePoint Admin
Server Admin

	(Upon approval)
Execute change








Communications:
Indicate how those affected and those with stake in the change will be informed.  Below is a typical communications process.  These actions are after the change has been approved.
Stakeholders: List stake holders by name 
Users: List impacted users by name, group, department or similar
Method: Notification via email unless otherwise indicated

Notify End Users: X days before work is scheduled
Notify End Users: X days and/or X hours before work is scheduled 

Stake Holders: X days before work is scheduled
Stake Holders: X days and/or X hours before work is scheduled 
Stake Holders: T-1 hour before start time.

Stake Holders: T+10 minutes results 
Notify End Users: T+10 minutes announce


Documents and Systems Updates Checklist:
	DONE
(check-off when completed)
	Updates Required
	New System
	New Service
	Core System or Service Change
	Global Config Change

	
	Network Monitoring System

	
	
	
	

	
	Server Infrastructure Docs / Diagrams

	
	
	
	

	
	Server Build Documentation

	
	
	
	



Change Activities

Change Procedure:
	Step
	Action

	1. 
	SharePoint Foundation 2010 or SharePoint Server 2010 need to be already installed before CSP is installed.  Best practices should be followed for SharePoint installation – details are not covered in this document.


	2. 
	CSP install instructions are more robustly described in official documentation found online or in the distribution media.  The full documentation procedures take precedence over those in this template. It is recommened to full review the document.

http://www.adapx.com/support/capturx-sharepoint-server

High level summary:
Backup Servers or Snapshot
Backup Databases
Install CSP
Configure CSP 
Install additional Capturx features as needed




	3. 
	Backup servers
Confirm current backup exists for all servers being updated
Web Front End Server(s) (WFE)
Database Server(s)



	4. 
	Backup related databases
SharePoint Configuration Database
SharePoint Admin Content Database
Site Collection Content Database(s)



	5. 
	Connect to the Server(s)
Login to WFE or APP server via console or remote desktop



	6. 
	Transfer CSP Installation files from product download source ZIP or CD media to location on the WFE 
Example: C:\SharePointSolutionFiles\CapturxForSharepoint

Confirm file copied matches the same version from install media or zip file for current version
Filename: CapturxForSharePoint.WSP
File Size: 123,456 KB
Date modified:  MM/DD/YYYY


	7. 
	Install Pre-Requisites to support CSP
Server-Side Ink Recognition Feature
Open Server Manager.
Select the Features icon under the server tree.
Click Add Features.
Install the Ink and Handwriting Services.
Reboot Server
For more information, see step by step instructions here:
https://msdn.microsoft.com/en-us/library/ee318410(VS.85).aspx 

Repeat for each WFE
Not required for App servers


	8. 
	Install Pre-Requisites to support CSP

Visual C++ 6.0 Runtime Components version 8.0.61000
C:\SharePointSolutionFiles\CapturxForSharepoint\vcredist_x64.exe


Repeat for each WFE
Not required for App servers


	9. 
	Alternate Access Mapping Pre-Requisites to support CSP

Configure the Web Application Default Alternate Access Mapping to match the URL that end users will use for CSP.  Review additional detail in notes of step 13.






	10. 
	Install CSP

SharePoint Admin and Timer service, and IIS will restart on each WFE server during the install.

Open a SharePoint Management Shell.
Change directory to where you extracted the files, and then into the Scripts folder.  The Full Install script will add and deploy the solution; then activate the features on the SharePoint sites and webs.

Execute the installation script: 

.\FullInstall.ps1 ..\CapturxForSharepoint.wsp http://webapplicationurl

The \Scripts folder has example installation scripts for more advanced deployments.

Capturx Pattern Database will be created during install, refer to full install documentation for details.



	11. 
	Configuring iPad Support.  Skip if not supporting iPad tablets.
 
Modify Web.Config 
Browse to c:\inetpub\wwwroot\wss\VirtualDirectories\WebAppFolder\
Make Backup Copy of Web.Config File

Edit Web.Config File, inserting the MaxHTTPCollectionKeys value  in the correct section:

<configuration>
<appSettings>
<add key="aspnet:MaxHttpCollectionKeys" value="5000" />
</appSettings>
</configuration>

Save changes


	12. 
	Configuring iPad Support.  Skip if not supporting iPad tablets.

Update MIME Type for Manifest Files
If you have iPad clients using CSP features.  Otherwise skip.

IIS Management
Browse to Web Site for the Web Application
Open MIME Types
Find .manifest
Change value to “text/cache-manifest” 


	13. 
	Configuring iPad Support.  Skip if not supporting iPad tablets.

Authentication
IIS Management
Browse to Web Site for the Web Application
Open Authentication
Confirm only Basic Authentication and ASP.Net Impersonation is enabled.
Other methods should be disabled.
For security, we recommend users access the web application over HTTPS (SSL).

Note:
Configuring a web application to only use basic authentication can impact other SharePoint features, examples being Search and Reporting Services. The SharePoint farm can be setup with an extend web application to allow for services to continue to use Windows Authentication and maintain basic authentication only for the sites that the iPad clients will use.


For more information and possible configurations that will work in your environment please see the contact Adapx Technical Support or your Sales Engineer.


	14. 
	Download Digital Pattern. Skip if only supporting iPad tablets.
Two methods

Method 1: Preferred
Download pattern from Adapx. Requires WFE has Internet Access. 
Follow instructions in Step 15.

Or
Method 2:
If your server does not have Internet connectivity. Follow instructions in Step 16.


	15. 
	Method 1:
Download Pattern 

Log into the Top of the Site Collection http://servername 
Go to Site Settings
Select Capturx Pattern
Select Get A4 Pattern (or A2 or A0) 
If prompted, you will need to register the Site Collection GUID with Adapx
Email .Tech.Support@adapx.com the GUID
Once your GUID is registered repeat the “Get Pattern”

Registration can be completed ahead of deployment by finding the GUID for the site collection and sending to Tech Support.

SharePoint Management Shell
(Get-SPWebApplication).sites | select -ExpandProperty rootweb | select url, id
Copy the GUID for the appropriate site collection
Email Tech.Support@adapx.com the GUID


	16. 
	Method 2: Download Digital Pattern for servers without Internet Access

Log into the Top of the Site Collection http://servername 
Go to Site Settings
Select Capturx Pattern
Select Get A4 Pattern (or A2 or A0) 
Email the “Pattern Request Code” to Tech.Support@adapx.com
You can safefly select Cancel

Once the “Pattern Response Code” arrives go back to request the same size pattern again and enter the response.

To download multiple shelves please call Tech Support to perform this step interactively.

	17. 
	Install Completed



	18. 
	Perform functional tests (see Test Activities further down in this document)



	19. 
	What If Scenarios, before considering backout: [Example]

Escalate to additional team member(s)

Troubleshoot feature installations or errors that may occur and use best judgment on deviating from the planned methods.  Chase down errors, clean up.

Deviations should only be in these main areas:
[Example]
Removing, Adding, Installing Solution. 
Enabling Features
Web.config edits

Partial successful upgrade scenario:
Describe Criteria here
[Example]
Solution is deployed but a feature fails to activate



	20. 
	If backout required, see Backout Procedure section



	21. 
	Install optional components.
Review with your accounts Sales Engineer or Tech Support

Examples:
Form Life Cycle Designer
Capturx Workflow Actions	




	22. 
	Work Completed



	23. 
	Remove snapshots (If applicable)

Upon successful testing
Remove any snapshots that were created retaining the changes to the servers.






Backout Procedure:
	Step
	Action

	1. 
	Procedure has two variants
1) New Install will simply need to remove the Capturx installation.
2) Upgrade install will need to remove Capturx and install the previous version.


	2. 
	Best practice roll back method:

Best practice is to troubleshoot/remove/repair the installation with standard SharePoint administrative work
Uninstall CSP 2.x.x using the steps in the full install documentation.
Perform CSP 2.y.y installation following the documentation. 
Deploy CSP.
Perform Function Tests.



	3. 
	Critical Failure Case: [Example]
Troubleshooting determines full database role back is required.  Should only be utilized for extreme failure cases. 
 
The restored database contains the setup for the previous version of CSP.  To align the database to the farm versions of the solutions you leave the content database disconnected while deploying the previous version of the solution back to the farm.

Steps
SharePoint Management, Disconnect each Content Database
Remove CSP installation
Install CSP 2.y.y as describe
Restore Content Databases from backup files
Connect Content Databases to the farm.
Regression test. Perform your orginzations typical validation tests.

Alternative is to revert WFE and APP servers to the pre-upgrade snapshots. And restore the Config and Content databases. In this method please be confident there are no changes in the content databases that will be lost.






Test Activities

Functional Test Procedure (validate the change works as expected):
	Step
	Action

	1. 
	Pre-requisites for functional tests
Capturx For Excel
Excel workbook that is Capturx enabled
Capturx Pen Manager, with direct USB connection for Pen
Capturx For SharePoint Print Utility version 2.0+
Capturx Pen
Compatible color laser printer
Compatible iPad
Compatible web browser 


	2. 
	CSP basic usage validation
Verify that the new features covered in this document are functioning correctly. Details in steps that follow.

Publish Form
Print
Ingest
Review
Correction
Export PDF

iPad features (if configured)



	3. 
	Publish Capturx Form
Using Capturx For Excel 
Open Capturx Form
Capturx Ribbon, Select “Publish”



	4. 
	Print Capturx Form
Browse to the published form list
Items Ribbon
Print Blank Form
Capturx For SharePoint Print Utility should launch
Print



	5. 
	Fill out the printed form 
Use the Capturx Pen



	6. 
	Connect Capturx Pen Manager 
Open Pen Manager
At the bottom enter the default access URL for the site
Enable site
Enter username and password


	7. 
	Process ink for the form
Dock Pen
Download Ink

	8. 
	Verify form updated
SharePoint site, Browse to the Capturx Form list that was used for the print test
Open the form instance (most recently modified time stamp)
Verify ink is present



	9. 
	Correction Control
Correct or update values and save changes.


	10. 
	Export to PDF
In the Capturx Forms List, all items view select checkbox on one form
Items Ribbon
Click Export Completed Form to PDF
Save/Open the file

Confirm PDF has expected ink and data filled out



	11. 
	iPad test
SharePoint site, Browse to the Capturx Form list
New Form
Save

Take iPad offline
Create a form and submit
iPad online
Submit form
Review form from SharePoint main pages to confirm results







Change Assessment: (circle/highlight appropriate points category)
	Category
	Rating
	Description
	Points

	Impact
	High
	Mission Critical:
Failed change causes unavailability of one or more core services in all offices.
	5

	
	Moderate
	Mission Important:
Failed change causes unavailability of one or more core services.
	3

	
	Low
	Multi-User Disruption:
Failed change causes unavailability of a non-core-service for multiple users.
	1

	
	N/A
	Single-User Disruption:
Failed change causes unavailability of a non-core-service for a single user.
	0

	Risk/
Degree of Uncertainty
	High
	- Never done before, not possible to test.
- Unproven/immature technology.
	5

	
	Moderate
	· Proven technology.
· Only partial testing possible.
	3

	
	Low
	· Proven technology.
· Low complexity or room for error.
· 100% tested.
	1

	
	N/A
	· Single item configuration change.
· 100% tested.
	0

	Scope of Changes
	High
	· Proposal requires changes on multiple devices in multiple offices.
	5

	
	Moderate
	· Proposal requires changes on multiple devices.
	3

	
	Low
	· Proposal requires changes on one device.
	1

	Back Out 
	Excruciatingly Painful
	· No pre-change backup available/possible.
· No vendor supplied backout/uninstall.
· Additional post-backout configuration required.
· Backout not possible to test.
	5

	
	Painful
	· No pre-change backup available/possible.
· Vendor supplied backout/uninstall does not restore configuration.
· Backout not possible to test.
	3

	
	Easy
	· Pre-change backup available.
· Vendor supplied backout/uninstall restores configuration.
· Additional post-backout configuration required.
	1

	
	N/A
	· Pre-change backup available.
· No additional post-backout work required.
	0

	Change requires all customer downtime on server
	+7

	Change requires downtime
	+3

	Change involves deviation from standard configuration
	+5

	TOTAL Points Circled:
	



	If your total is:
	The change classification is:

	<=3
	FYI only

	4-7
	Email review with approvals and concerns addressed before implementation.  Use calendar to call meetings to meet schedule commitments.

	>=8
	Formal technical review.  Detailed install plan required.  Meeting required.
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