
Upgrade office computers to the latest version of Operating system 
 

What is an Upgrade and why do it? 

As technology advances, so does the software and applications that we use to aid us in the 

computers and Internet. Sometimes issues may arise and that is because an upgrade is required in 

order to continue usage of these software and applications. What is an upgrade? Well, upgrading 

is the process of replacing an old version with a new version of the same thing. For an example, 

you have a regular DVD player that works fine, but you go out and purchase a BlueRay DVD 

player, and now you can view your movies at a better quality. That’s kind of how upgrading 

works. The product at hand works just fine but, you have a newer version of the same thing that 

works better. The product may no longer be supported by its vendor, so an upgrade is required to 

avoid any issues. As a project manager you must be prepared to develop a plan to whereas an 

upgrade needs to be done without effecting the operations of the business and /or company. 

Getting Started 

A good project manager know it is a must to create a project plan before starting any project. 

Going out and doing a site survey of the location of the project is a good place to start. When you 

do a site survey you are viewing the layout looking for any potential danger and what is the best 

route for the project at hand.    

In this project plan, we will be executing an upgrade form Windows 7 operating system to the 

Windows 10 newer version of the operating system. There are a few things that needs to be 

considered like; will these upgrade involve the entire business and/or company, How many 

computers are in need of an upgrade, what type of computers (desktops, laptops) that are in need 

of an upgrade, What, if any, software and application are already in the computers and are they 

compatible with the new operating system. What other networking devices are connected to the 

computers and how will they affect the upgrade process. How will you aid the company’s users 

during the upgrade? You will to keep in mind the amount of time given to complete the project, 

is it enough time? How many technicians are needed to complete the project in the time given? 

And lastly, what is the overall cost of this project? When creating a project plan these are a few 

of the many factors that needs to be considered. 

Executing 

 Prior to the start of this upgrading process, two of your techs have completed the assessment of 

the computers that will be a part of the project. They have determined that the computers’ 

Windows 7 operating systems are compatible with the Windows 10 new version. There are a 

total of 169 computers (57 desktops and 112 laptops) that is to be upgraded. You know that they 

are using MS Office 2007 and 10 other business apps to support their users.  

Your team that you have put together, has 25 technicians that will be completing the upgrade and 

two additional senior techs that will be monitoring the project. This project will take place on a 

Saturday evening, this is when they have the least amount of users needing assistance. You were 

given a 24 hour (one day) deadline to have this done. So starting Saturday evening from 7pm to 
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7 am Sunday, this upgrade will take place. The techs will be divided into 4 teams. Team A has 5 

techs will perform upgrades to the 57 desktops, Team B has 10 techs that will perform the 

upgrades to the 112 laptops, Team C has 5 techs that will cover testing, and Team D has 5 techs 

that will assist in user support that has been redirected during the upgrading process. The 2 

senior techs are there to oversee the project and assist when and if needed.  

Testing 

The test phase will be performed as each of the upgrade are complete. The testing phase is done 

to ensure that the OS is properly installed and to validate old applications.  

Cost  

The total cost will include; your team, site coverage, materials used any other expenses related to 

the project. Below is a copy of the Project Plan that I have put together for the upgrade process. 

 

 

The Project Upgrade Plan 

By Brandi Burnett 

      

PROJECT UPGRADE SUMMARY 

The objective of this project upgrade plan is to upgrade the current version of Windows 7 operating 

system in 57 desktops and 112 laptops, to Windows 10 newer version. The upgrade is to be completed 

in one day.  

  

TEAM STRUCTURE 

The 2 project leaders will complete a site survey. There are a total of 25 technicians that will be 

performing the upgrades. The techs will break up into 4 teams: Team A-group of 5 techs, Team B-group 

of 10 techs, Team C-group of 5 techs, and Team D-group of 5 techs.  

TEAM GOALS 

 Team A consist of 5 techs that will perform upgrades to the 57 desktops; Team B consist of 10 
techs that will perform upgrades to the 112 laptops; Team C consist of 5 techs that will perform 
the testing; and Team D consist of 5 techs that will assist with the user support. The technicians 
will have a 12 hour time frame to execute the upgrades. These upgrades will take place on 
Saturday night starting at 7pm-7am.  

TEAM ROLES AND RESPONSIBILITIES 

   

OS Upgrade to Windows 10 



Teams Team goals 

Team A Upgrade 57 Desktops (8pm-11pm) 

Team B Upgrade 112 Laptops (1am-4am) 

Team C Perform Testing after upgrades ((5am-
7am) 

Team D Help prove assists to users (Milwaukee, 
Chicago, Indianapolis) 

 

RISKS AND ISSUES MANAGEMENT 

POTENTIAL EXCEPTIONS AND PROBLEMS 

 System outage 

 Upgrades not complete in the time allowed 

 Usual amount of users at designated time 

APPROPRIATE CORRECTIVE MEASURES 

 Repair outage as soon as possible to avoid harmful delays 

 Add 5 stand by techs to help out 

 

 

  

 

 


