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What is this?

This document explains the process for making changes to your Primero implementation.

Who is it for?

This is for System Administrators and implementers / technical teams.

Why do we need it?

e Primero is a software as a service that benefits from continuous feature development

e Primero is designed to be more self-service and to give System Administrators more autonomy to do
things themselves
Primero follows a process for managing changes

e System Administrators need to understand how to implement, test and approve changes

Key Messages

— System administrators have greater responsibilities in Primero

— Configuration changes cannot be made directly in a production environment, they must be made in a
demo environment

— New releases are pushed to demo environments first and to production environments approximately 7
days later. During this time, a configuration change made in the demo instance cannot be applied to the
production instance.



“| got a message today that says
there is a new Primero release
coming. What should | do”?”

That’s great! You need to look at the release notes and see if any of the new features are useful.

Click on the release notes links and make sure you understand what the new features do.

Try the new features by enabling them in your Primero demo instance. Note: there are some features
that are deployed as part of the Primero platform and cannot be disabled.

Discuss them with your programme team and give them a demo. Does everyone like the new features?
If you are happy, you can save your changes in demo, and ~7 days later when your production is
running the same version as your demo “send” them to your production instance.
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Listen for feedback from users and make sure they understand how to use the new feature.
You can contribute ideas for new features here.


https://docs.google.com/spreadsheets/d/1lnJHryVlJzys658N6fz8kRw3D1imILiv6l_67P8qlHs/edit?usp=sharing

New Release

Dev Team deploys new release to all
Primero v2 demo instances on the
scheduled date. System admins
receive release notes.

Promotion to Demo

Systern administrators review features
and test them in their demo instance.
If everything looks good, in ~7 days
once your production site is running
the latest version of Primero, they push

Promotion to Production

Dev team deploys new release to all
Primero v2 production instances on the
scheduled date. Once your production
instance is running the latest version of
Primero, push changes to production.

Feature Requests, Development & Release Preparation Process

Release Support

System Administrators are attentive to
users feedback. Are the changes
working properly? Any Issues are
logged in the Primero Support Hub for

review and troubleshooting.

changes to production.

Bug Fixes & Release Notification

Maintenance

Troubleshooting

Fixes, patches, and other updates are queued up for release.
Primero Deployment Lead communicates timeline, release
notes and promotion process. When the fix is ready, it is
released to all instances.

Vendors review and fix issues.
Testing continues until issue is
resolved and ready to be released.

Primero Deployment Lead reva
issues and escalates to appropriate
vendor. Services are provided
according to SLA.

Releases, Pushing New Features & Support Process



Feature Requests Prioritization Development & UAT

New feature ideas are ° Feature requests are reviewed and ° Primero Team engages with dev team, project
submitted by users, prioritized based on defined manages development, and coordinates user
administrators and technical criteria by the Primero Team. acceptance testing (UAT). UAT continues until feature
team members through Jira. Product roadmap is updated. meets acceptance criteria and is ready to be released.

Quality Assurance &

Release Notification
Knowledge Base

Release Preparation

Primero Team and UNICEF ICTD e UNICEF ICTD cenducts quality e New features, patches, and other updates are queued

participate in periodic release assurance (QA). Issues are up for release every 2 weeks. Primero Deployment Lead
sessions with dev team to review detected and remediated. communicates timeline, release notes and promotion
release notes, demo features, Primero Team updates user process to primeroadmins@unicef.org.

and provide test scenarios. guides and videos.

Ad Hoc Releases for Security Implications or Hot Fixes



Identification of issue Development Release Notification

Primero team is notified of ° Primero Team engages with dev ° The Primero Deployment Lead communicates security
security concern or urgent team, project manages implication or update/fix, timeline for release and
issue requiring remediation. development, and coordinates promotion process to primeroadmins@unicef.org on an
testing until update is complete as-needed basis.
and ready to be released.

‘I need to make some changes
to our configuration.”

1. No problem! Make the changes you need in your demo instance.

2. Test them out, making sure that you try them with different demo user
roles.

3. Consult with your programme teams to make sure they agree to the
changes.

4. Save your configuration, and make sure to include some details so you
can remember what changes you made.

Apply your configuration to your demo instance.

When you are satisfied that it all looks good, you can “send” your configuration to production.
Go to your production instance and apply the new configuration for all users to see.
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Promoting a New Configuration

New Requirements Changes in Demo Saving Changes in Demo

Systern Administrator makes configuration
changes in the demo instance. They carefully

When all the required changes are made and reviewed, the

The System Administrator gathers °
Systern Administrator goes to "Setiings”, then the

requirements for changes to

These proposed changes are carefully
documented.

configurations from programme teams.

review these by logging in with default
users/roles and ask teams to review.

“Configuration” tab and selects "New”. They name the
configuration and record the important details in the
description field for future reference.

Apply the Changes

Promoting to production

Reverting to a Prior Configuration

The new configuration is now saved
in demo and can be applied by
selecting “Apply”. This will now
become the default configuration
for the demo instance.

If the System Administrator needs to revert back to & prior
configuration, they can review the saved configurations in demo, select
the one that they wish to revert to, and select "Apply”. It can be
promoted to the production instance by selecting “Send”. The System
Administrator will then log into the production instance, select the
configuration and select “Apply”.

Any saved configuration can be promoted to e
the production instance by selecting “Send".

The Systemn Administrator will then log into

the production instance, select the

configuration and select “Apply”.

Note: Your demo and production must be running the same version to “send” a demo configuration to your
production instance. Read more on the system administrator's guide.
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