[image: ]BDP Pre-launch Checklist

Use this checklist to ensure that you have taken all the necessary steps to ensure a smooth transition to a live BDP installation.

IMPORTANT NOTE: We work closely with all third-party portals to ensure that your feed goes live on time, however their internal processes are beyond our control and occasionally they will not act for a number of days following instruction.


	Instructed web designers to create test pages for home page content and search results/detail page.
	

	Added web designers to BDP as users with Technical Admin privileges.
	

	Liaised with BDP to import existing property database.
	

	[bookmark: _GoBack]Received and completed Applicant and Vendor import spread-sheets.
	

	Added staff as users to BDP with appropriate privileges.
	

	Approved test pages with web designers.
	

	Set ‘Live’ date and notify BDP.
	

	Notify Sales staff of live date.
	

	Notify Lettings staff of live date if applicable.
	

	Notify 3rd party portals in writing of intention to switch to BDP feed and receive confirmation.
	

	Notify 3rd party portals of live date.
	

	Ensure that all staff have received their login details and have confirmed their account.
	

	Ensure that all staff have received appropriate training on how to use BDP.
	

	Ensure that all staff know that support is available at bdphq.com/support
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