
Install 
Checklist

B U I L D I N G  A C C E S S

P R I O R  W O R K

C O M M U N I C A T I O N E Q U I P M E N T

I N S T A L L A T I O N  I S  A P P R O A C H I N G !
We’re excited to be onsite and take one big step towards our go-live date. Please use the checklist below to prepare 
for a successful installation.

w w w. s y n c t i m e s . c o m

 □ A F T E R - H O U R S  A C C E S S 
The install team may need to stay after normal business hours to complete installation. Please appoint a 
representative to coordinate access to your facilities after hours.

 □ B A D G E S 
We will be moving throughout the building, including exam rooms, team areas, and data closets (IDFs). Please 
prepare 3 visitor badges (or physical keys) with sufficient access to perform the SyncTimes install.  

 □ S T A G I N G  A R E A 
We’ll need space where we can spread out our tools and equipment. Conference rooms or other low-traffic areas 
work best. Please reserve a space, ideally central to the install area.

 □ E T H E R N E T  R U N S  T E S T E D 
All ethernet runs should be terminated and tested in advance of the install.

 □ P O R T  M A P P I N G 
Please provide a port mapping spreadsheet indicating which port of each patch panel corresponds to each 
tablet, Flowstation, and locating drop. 

 □ F L O W S T A T I O N S  I N S T A L L E D 
TV’s and tablets should be installed before our install team arrives. This will allow us to test the entire system before 
we go live. 

 □ F O R M A L  I N T E R N A L 
C O M M U N I C A T I O N 
By now staff should be aware about SyncTimes. 
Send a formal communication or calendar invite to 
inform them about installation time frames. Let them 
know the times installers will be in patient rooms, on 
ladders, in hallways and team rooms.

 □ L A D D E R S 
The installation team will have their own tools, but 
we will need a couple of ladders tall enough to easily 
reach into the ceiling.

 □ V A C U U M 
Please provide a vacuum to help us clean up after 
ourselves.


