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I t odu tio  

This he klist is desig ed to p o ide ou ith step  step guida e that ill e su e ou a e su essfull  
p epa ed fo  ou  up o i g CCH® P o“ ste  f ® K o ledge Coa h K o ledge Coa h  t ai i g a d/o  
o sulti g sessio s.  The he klist add esses the ha d a e, soft a e, a d t ai i g e ui e e ts a d 
e o e datio s that ust e o side ed o  o pleted p io  to t ai i g.  The steps i  this he klist a e 

p ese ted i  the h o ologi al o de  that the  should e o pleted. 
 

Notes a d Re o e datio s 

 You should ot p i t a d/o  o plete this e ti e he klist as so e po tio s a  ot appl  to ou. 
 The i st u tio s p o ided i  this he klist ust e o pleted p io  to the sta t of the sessio .  It ill 

NOT e o e ed du i g the sessio . Thus, ou a  eed to o ta t CCH Te h i al “uppo t - -

 optio  , the   fo  assista e i  p epa i g fo  ou  sessio .  
 It is ot e essa  to o plete this e ti e he klist o e tha  o e.  If ou a e s heduled fo  ultiple 

t ai i g a d/o  o sulti g sessio s, this he klist ill e the sa e fo  all sessio s e ept fo  
Adde du  D - Do load T ai i g Mate ials a d Vie  Cou se Spe ifi  I fo atio .   

 You ust do load, p i t a d/o  sa e ou  t ai i g ate ials, lo ated i  Adde du  D, efo e ou  
sessio .   

 You should ead th ough this e ti e he klist a d egi  p epa atio s as soo  as possi le.  Please ote 
that the ti e e ui ed to ade uatel  p epa e a  a  idel . 

 You should sha e this do u e t ith the pe so s  espo si le fo  the i stallatio  of the soft a e. 
 It is e t e el  i po ta t that all ite s e o side ed a d o pleted ell efo e ou  s heduled 

t ai i g.  If ou a e ot p epa ed, ou  t ai i g ould e dela ed o  e e  a elled a d es heduled.  
 The i stallatio  i fo atio  p o ided i  this do u e t a  ot e ideal i  ou  IT e i o e t.  It is 

highl  e o e ded that ou o sult ith a  IT p ofessio al o  o ta t CCH Te h i al Suppo t p io  to 
i stallatio  to dis uss i stallatio  pla s. 

 All h pe li ks to guides a d additio al ate ials i  this do u e t ill p o ide i fo atio  ele a t to 
the ost e e t e sio  of E gage e t e sio  . .  If ou a e usi g a  olde  e sio , ou a  fi d the 
sa e guides a d ate ials spe ifi  to ou  e sio  o  the Guides ta  of the E gage e t “uppo t 
We site. 
 

 

 

  

http://support.cch.com/productsupport/productsupport.aspx?path=%2fTopics%2fproduct_support%2fpfx_office%2fpfx_engagement
http://support.cch.com/productsupport/productsupport.aspx?path=%2fTopics%2fproduct_support%2fpfx_office%2fpfx_engagement
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Step 1 - Install the Software 

 If this is also a fi st ti e CCH® P o“ ste  f ® E gage e t E gage e t  i stallatio , please efe  to 
the Ho  to P epa e fo  T ai i g Che klist i luded i  ou  E gage e t t ai i g ate ials. 

 It is highl  e o e ded that K o ledge Coa h e i stalled  a  IT p ofessio al.  If additio al 
assista e is e essa , ou a  a t to pu hase a CCH® P o“ ste  f ® IT Co sulti g sessio . 

 E su e that the ost u e t e sio  of E gage e t is i stalled a d fu tio i g p ope l  o  ea h 
pa ti ipa t’s o pute .  E gage e t .  is e ui ed to use the ost e e t K o ledge Coa h Titles.  
To e if  the e sio  of E gage e t, log i to the E gage e t Wo kpape  Module, a d sele t Help 
Me u/A out P oS ste  fx E gage e t.  This ethod ill ield the ost a u ate e sio . 

 E su e that ou  se e  is apa le of ha dli g the soft a e. 

 E su e that all o pute s ha e the i i u  s ste  e ui e e ts, i ludi g the e essa  
Wi do s a d Offi e se i e pa ks.  K o ledge Coa h e ui es the use of Mi osoft Offi e  o  

e e .  Mi osoft Offi e  is ot o pati le ith K o ledge Coa h. 

 The ost u e t e sio  a  e a essed ia Soft a e Deli e  Ma age .  Please efe  to the 
“oft a e Deli e  “uppo t We site.   

 To odif  a u e t i stallatio  o  fo  detailed i stallatio , o figu atio  a d deplo e t 
i fo atio  efe  to the P o“ ste  f  E gage e t I stallatio  Guide a d the Deplo e t Pla i g 
Guide. 

 Che k fo  K o ledge Coa h updates, a d e su e all K o ledge Coa h updates a e i stalled, 
http://suppo t. h. o /updates/K o ledgeCoa h/.  You should o side  this step e e  if ou a e 

ot i stalli g K o ledge Coa h fo  the fi st ti e. 

 Co ta t CCH Te h i al Suppo t at  - , optio  , fo  additio al i stallatio  suppo t. 

 

Step 2 - Setup the Engagement Admin Module 

 You should o side  these steps e e  if ou a e ot i stalli g K o ledge Coa h a d/o  E gage e t 
fo  the fi st ti e. 

 E su e the Ad i ist ato  Module is i stalled a d fu tio i g p ope l  o  the se e . 

 Do load li e ses.  Vie  the Ad i  Use  Guide page  to o tai  detailed i st u tio s.  

 Assig  K o ledge Coa h li e ses to all use s/staff.  Note the K o ledge Coa h odule a d 
K o ledge Based Audit Title li e ses i.e. Co e ial E tities, Health a e, Go e e t, et .  a e 
e ui ed fo  all t ai i g sessio s ith li ited e eptio s .  Vie  the Ad i  Use  Guide page  to 

o tai  detailed i st u tio s.   

 C eate a e  staff g oup a ed T ai i g .  Vie  the Ad i  Use  Guide pages  a d  to o tai  
detailed i st u tio s. 

 E su e that ALL use /staff g oup ights pe issio s  a e e a led fo  the T ai i g  staff g oup.  
Vie  the Ad i  Use  Guide page  to o tai  detailed i st u tio s. 

https://support.cch.com/productsupport/productSupport.aspx?id=1984
https://support.cch.com/updates/Engagement/pdf/guides_tab/version7/72/ProSystem%20fx%20Engagement%207.2%20Install%20Guide.pdf
https://support.cch.com/updates/Engagement/pdf/guides_tab/version7/72/ProSystem%20fx%20Engagement%207.2%20Deployment%20Planning%20Guide.pdf
https://support.cch.com/updates/Engagement/pdf/guides_tab/version7/72/ProSystem%20fx%20Engagement%207.2%20Deployment%20Planning%20Guide.pdf
http://support.cch.com/updates/KnowledgeCoach/
https://support.cch.com/updates/Engagement/pdf/guides_tab/version7/72/ProSystem%20fx%20Engagement%207.2%20Administrator%20User%20Guide.pdf
https://support.cch.com/updates/Engagement/pdf/guides_tab/version7/72/ProSystem%20fx%20Engagement%207.2%20Administrator%20User%20Guide.pdf
https://support.cch.com/updates/Engagement/pdf/guides_tab/version7/72/ProSystem%20fx%20Engagement%207.2%20Administrator%20User%20Guide.pdf
https://support.cch.com/updates/Engagement/pdf/guides_tab/version7/72/ProSystem%20fx%20Engagement%207.2%20Administrator%20User%20Guide.pdf
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 “etup all use s/staff u de  the T ai i g  staff g oup eated i  the step a o e.  Vie  the Ad i  
Use  Guide pages -  to o tai  detailed i st u tio s. 

 C eate a "T ai i g" Ce t al File Roo  to e used fo  the sessio .  Vie  the Ad i  Use  Guide pages 
 a d  to o tai  detailed i st u tio s. 

 Do load a d i stall all app op iate titles to o e use ’s o pute  a d elease the titles to all staff.  
“ee the K o ledge Coa h Use  Guide page  to o tai  detailed i st u tio s. 

 

Step 3 - Check Software Functionality on Individual Workstations 

 You should pe fo  these steps e e  if ou a e ot i stalli g K o ledge Coa h fo  the fi st ti e. 

 Ea h use /staff should logi  to E gage e t o  his/he  o  o pute  efo e t ai i g to e su e that 
the p og a  is fu tio i g p ope l  a d to do load use  li e ses.  The o pute  ust e 
o e ted to the et o k upo  i itial logi .  “ee Adde du  A fo  detailed i st u tio s. 

 E su e K o ledge Coa h is i stalled a d fu tio i g p ope l  o  ea h pa ti ipa t’s o pute .  “ee 
Adde du  B fo  detailed i st u tio s. 

 E su e Mi osoft® Offi e Wo d a d E el a e i stalled a d fu tio i g p ope l  o  ea h pa ti ipa t’s 
o pute .  “ee Adde du  C fo  detailed i st u tio s. 

 

Step 4 - Download Training Materials and View Course Specific Information 

 Vie  Adde du  D to do load t ai i g ate ials a d ead i po ta t i fo atio  a out ou  
sessio . 

 

Step 5 - Consider Your Training Environment 

 Most K o ledge Coa h t ai i g is desig ed to e ha ds-o .  It is e o e ded that ea h 
pa ti ipa t ha e his/he  o  o pute  du i g t ai i g so that he/she a  follo  alo g.  T ai i g is 
ge e all  u h o e su essful he  pa ti ipa ts a  a ti el  take pa t.  

 It is e o e ded that ea h pa ti ipa t’s o pute  e o e ted to the offi e et o k fo  t ai i g. 

 Fo  e - ased t ai i g, t o s ee s a e e o e ded fo  a si gle pa ti ipa t.  Fo  g oups, a 
sepa ate o pute  should e used to o e t to the e  eeti g.  This o pute  should e 
o e ted to a p oje to , la ge tele isio , et . fo  the e ti e g oup to ie . 

 Fo  e - ased t ai i g, CCH utilizes Ado e® Co e t.  This p og a  is e  ased a d does ot 
e ui e a  soft a e to e do loaded p io  to the sessio .  A li k to the Ado e® Co e t eeti g 
oo  is p o ided i  the s heduli g o fi atio  e ail ou e ei ed.  Please ote that the li k a  

diffe  fo  ea h ou se. 

 Fo  o site t ai i g, a p oje to , la ge tele isio , et . should e a aila le fo  the o sulta t to o e t 
to so that the e ti e g oup a  ie  his/he  o pute  s ee .  

https://support.cch.com/updates/Engagement/pdf/guides_tab/version7/72/ProSystem%20fx%20Engagement%207.2%20Administrator%20User%20Guide.pdf
https://support.cch.com/updates/Engagement/pdf/guides_tab/version7/72/ProSystem%20fx%20Engagement%207.2%20Administrator%20User%20Guide.pdf
https://support.cch.com/updates/Engagement/pdf/guides_tab/version7/72/ProSystem%20fx%20Engagement%207.2%20Administrator%20User%20Guide.pdf
https://support.cch.com/updates/KnowledgeCoach/pdf/guides_tab/ProSystem%20fx%20Knowledge%20Coach%202.2%20User%20Guide.pdf
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 Fo  o site t ai i g, please allo  a ple oo  fo  the o sulta t, the o sulta t’s o pute , 
o sulta t’s do u e ts a d the p oje to  i  the a ea the o sulta t ill e lo ated.  

 If t ai i g ill o u  outside of ou  offi e, e su e that all o pute  ha d a e a d soft a e is 
fu tio i g p ope l  at the alte ate lo atio  ell efo e t ai i g.  If pa ti ipa ts ill ot e a le to 
o e t to ou  et o k, the  Step  a o e MUST e o pleted efo e the t ai i g.   

 Notif  ou  o sulta t if t ai i g ill e o du ted at a  off-site lo atio . 

 

Step 6 - Obtain CPE and Provide Feedback After Training  

 Dist i ute to ea h pa ti ipa t the i st u tio s o  ho  to o plete the o li e T ai i g & Co sulti g 
Feed a k a d CPE Re uest Fo .  This fo  should e o pleted o li e at 

. hg oup. o /t ai i g/feed a k.  You  o sulta t ill p o ide ou ith the e ui ed sessio  
ode at the o lusio  of ou  sessio .  You ill also eed ou  CCH a ou t u e .  Co pletio  of 

this fo  is e ui ed to o tai  CPE edit. 

 You ust o plete a  atte da e fo  fo  ea h sessio .  This fo  is e ui ed fo  CPE edit.   

Note:  The atte da e fo  is ot e ui ed fo  MT“ Multiple-fi  T ai i g “essio  sessio s if ea h 
pa ti ipa t o e ts to the Ado e Co e t eeti g oo  i di iduall  AND a s e s all o li e polli g 

uestio s ad i iste ed th oughout the sessio .  It is also i po ta t that ea h pa ti ipa t e te s 
his/he  full a e fi st a d last  a d e ail add ess he  o e ti g to the MT“ e  eeti g to 
e su e p ope  CPE edit. 

 

  

http://www.cchgroup.com/training/feedback
http://training.prosystemfx.net/downloads/SessionAttendanceForm.pdf
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Addendum A: Test Engagement Functionality 

To e su e E gage e t is fu tio i g p ope l  o  ea h use ’s o pute : 

1. Log i to E gage e t as the use  ho ill e usi g the o pute  o  a egula  asis. 
2. If p o pted to sele t a  offi e se e , hoose the se e  he e E gage e t is i stalled. 
3. If p o pted to eate a p ofile, sele t Yes . 
4. If p o pted to ake it ou  default p ofile, sele t Yes . 
5. Right- li k o  the use ’s a e i  the Lo al File Roo  Clie t I de  a d sele t Ne  Clie t to eate a 

e  lie t. 
6. I  the Clie t Na e  field, e te  a fi titious a e, a d the  li k OK . 
7. C eate a lie t i de   sele ti g File/Ne  Bi de  Wiza d. 
8. “ele t Ne t  to pass the Wel o e to the Ne  Bi de  Wiza d i t odu tio  i do . 
9. “ele t the fi titious lie t eated i  “tep  a o e, the  sele t Ne t . 
10. “ele t the T ai i g  Ce t al File Roo  f o  the d op-do  the  sele t Ne t . 
11. “ele t the Audit o  Ta  Sa ple Bi de  u de  the Ge e al ta  a d sele t Ne t . 
12. E te  a fi titious i de  a e i  the Na e field the  sele t Ne t . 
13. “ele t Fi ish  to pass the e ai i g i do s  a d the  C eate . 
14. “ele t the lie t folde  u de eath the use ’s a e, the  sele t the i de  that as just eated 

o  the ight ha d side of the s ee  a d sele t Tools/S h o ize Bi de . 
15. “ele t Ne t  to pass the Wel o e to the S h o ize Bi de  Wiza d i do . 
16. “ele t Fi ish , the  “ h o ize .  The status of the s h o izatio  should sho  Co pleted  i  

the S h o izatio  Jo  Queue i do .  
17. Do ot lose E gage e t.  Fi st, o plete the Wo d, E el a d Ado e tests elo  i  Adde du  B. 

 

P o eed to Adde du  B 

Retu  to “tep  of the he klist a o e. 
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Addendum B: Test Knowledge Coach Functionality 

To e su e that K o ledge Coa h is fu tio i g p ope l  o  ea h’s use  o pute : 

1. Dou le- li k o  the E gage e t i de  eated i  Adde du  A. 
2. Right- li k o  a  ta  i  the Bi de  Vie , a d hoose Ne  K o ledge Coa h Wo kpape . 
3. “ele t the d op-do  at the top of the pa e to sele t o e of the titles i stalled.  If o titles a e 

a aila le, efe  to “tep  fo  steps to e su e li e ses a d title s  a e p ope l  i stalled a d eleased.  

4. “ele t the +  sig  e t to the  i de .  The Fou datio  o kpape s ill e sele ted  default 
to i se t i to the i de  a d a ot e u sele ted.  

5. Cli k OK  t i e to i se t the o kpape s. 
6. Ope  AUD-  Tailo i g Questio  Wo kpape  a d he k to e su e the K o ledge Coa h i o  

appea s at the top of the i do .  If the i o  is issi g o  the e a e e o s, t  losi g the 
K o ledge Coa h o kpape  a d eope i g.  If the i o  is still issi g o  the e a e e o s, the 
Wo d Add-I s ill eed to e e-added o  o ta t CCH “uppo t.  If the K o ledge Coa h title as 

ot eleased, a a i g ill appea  he  a K o ledge Coa h o kpape  is ope ed.  I  this 
i sta e, efe  to “tep  fo  steps to e su e li e ses a d title s  a e p ope l  i stalled a d eleased.  

7. “ oll to page  of the fo , a d li k o  o e of the a s e  sele tio  optio s a d hoose a  a s e .  
If ou e ei e a essage, efe  to “tep  fo  steps to e su e li e ses a d title s  a e p ope l  
i stalled a d eleased o  o ta t CCH “uppo t. 

8. Do ot lose E gage e t.  Fi st, o plete the Wo d a d E el tests elo . 
 

P o eed to Adde du  C 

Retu  to “tep  of the he klist a o e. 
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Addendum C: Test Microsoft Office Functionality 

To e su e that Mi osoft Wo d a d E el a e fu tio i g p ope l  th ough E gage e t, pe fo  the 
follo i g steps: 

1. Ope  the sa ple i de  eated p e iousl . 
2. “ele t Vie /E pa d All. 
3. “ele t a d ope  a  Wo d do u e t i  the i de . 
4. Fo  Mi osoft Offi e 7 - : Ve if  the E gage e t i o /ta  appea s alo g ith the Ho e, 

I se t, Page La out, et . i o s/ta s.  If the E gage e t ta  is issi g o  the e a e e o s he  
ope i g Wo d, o ta t CCH “uppo t. 

5. Pe fo  steps  th ough  a o e agai  usi g a  E el file fou d i  the sa ple i de . 
 

P o eed to Adde du  D 

Retu  to “tep  of the he klist a o e. 
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Addendum D: Download Training Materials and View Course Specific Information 

Sessio  Na e 

CCH P o“ ste  f  K o ledge Coa h T ai i g 

Who Should Atte d? 

All fi  e plo ees ho pa ti ipate i  the pla i g, pe fo i g, a d e ie i g of audits should atte d. 

Suggested P e e uisites 

CCH P o“ ste  f  E gage e t T ai i g I A&A  

Dow load T ai i g Mate ials 

To do load the t ai i g guide, sele t the e sio  of E gage e t ou ha e i stalled f o  the list elo  
do load o l  o e t ai i g guide :  

.  

.  

.  

To do load the i de  te plate fo  t ai i g, sele t the e sio  of E gage e t ou ha e i stalled f o  the 
list elo  do load o l  o e te plate :  

.  

.  

.  

If the e sio  of E gage e t that ou  fi  u e tl  has i stalled is ot listed, please o ta t the “ heduli g 
Coo di ato  to o tai  the app op iate t ai i g files. 
 

Do loadi g a d Sa i g Bi de  Te plates: 
1. The i de  te plate should e sa ed to C:\Pf  E gage e t\WM\Bi de  Te plates u less ou  fi  

uses a  alte ate lo atio  to sa e i de  te plates; o ta t ou  IT depa t e t if e essa  to 
dete i e the file path he e the te plates should e sa ed . 

2. If ou a e ot su e he e to sa e the i de  te plate, to dete i e the file path he e the i de  
te plate should e sa ed, ope  E gage e t a d sele t Tools/Optio s/Te plates.  The i de  
te plate should e sa ed i  the path desig ated i  the Bi de  Te plates field. 

3. Bi de  te plates should e sa ed as .atp files, ot .zip files.  Whe  sa i g a i de  te plate, sele t the 
“a e as  optio  a d add the e te sio  .atp  to the e d of the e isti g a e p io  to sa i g the file i  

the path oted a o e. 
4. Do ot atte pt to ope  the i de  te plate o  ou  o pute .  It a  o l  e ope ed f o  ithi  

E gage e t. 
5. Be patie t.  It a  take lo ge  tha  ou e pe t efo e ou  o pute  asks ou to sa e o  do load the 

i de  te plate file.  
 

Retu  to “tep  of the he klist a o e. 
P o eed to “tep  of the he klist a o e. 

http://training.prosystemfx.net/downloads/CCHPfxKC-TrainingGuidev7.28_2015.pdf
http://training.prosystemfx.net/downloads/CCHPfxKC-TrainingGuidev7.14_2015.pdf
http://training.prosystemfx.net/downloads/PfxKC-TrainingGuidev7.04_2014.pdf
http://training.prosystemfx.net/downloads/CCHPfxKC-TrainingBinderTemplatev7.28_2015.atp
http://training.prosystemfx.net/downloads/CCHPfxKC-TrainingBinderTemplatev7.14_2015.atp
http://training.prosystemfx.net/downloads/PfxKC-TrainingBinderTemplatev7.04_2014.atp

