A Guide on the Changes during and After E-Mail Migration
During the migrations, there are some things that you need to be aware of:

While your workstation is being migrated, and after the workstation has been migrated there will be some changes. This document explains the workstation migration process, and the changes you will experience during and after migration.
Workstation/E-Mail Migration Process
The ITS staff will conduct the migrations. Prior to the migration of your workstation you will be notified by your division/branch point-of-contact of the time and date of your workgroup’s migration. You will be notified not to use your computer until after the migration has been completed. After ITS staff has prepped the machine on the day before the migration procedure, users will need to leave their workstations on, and be logged off.  This means the user will not be able to use the system in any way and should have other work prepared that does not require the use of their system
Please DO NOT USE client driven access to your GroupWise anytime during your GroupWise migration.  Use only Web Access.  After your GroupWise mail account is migrated, all mail will be forwarded to your Outlook and then deleted immediately.  After your account is migrated there is no need to continue to access the GroupWise account.  

The migration time can vary from division to division as well as workstation to workstation within a division. If you have large files, migration of your workstation may take longer than the migration of the workstation one of your coworkers.  After your workstation and e-mail has been migrated, you will be notified to log onto your computer. When you log onto your workstation, you and the LAN Administrator will check to verify that all of your files were successfully moved.

A few users have experienced problems with files, folders, calendars, sending and receiving messages, and other glitches after their workstation and e-mail have been migrated.  Each division is unique, and some of these unique needs will not surface until the workstation migrations begin, or after the migrations have been completed. 

Not all divisions will be migrated at the same time; therefore, the migration for CDFA as a whole will not be considered complete until all divisions have been migrated.
· 90-Day e-mail Policy
The ITS in partnership with the Legal Office is developing a policy in which the Department will only keep 90 days worth of electronic mail in the live e-mail system. ITS will be making a full copy of all the existing email as of the day of migration that the user may keep as an archive but remember the new Exchange system is configured to automatically delete e-mail older than 90 days in order to support this policy.
· Archive Function in Outlook
The Archive function only works when you have your client open. If your system is turned off, or you do not check your mail via the client for over 30 days (or the difference between the 90-day rule and what you set in the options described in the “Step-by-Step Guide on How to Archive E-mail”), no archive will run. However, any mail older than 90-days will probably be deleted at the server level.
It is recommended that if you will be away from your system 30 days or more; bring up Outlook “offline”. Unplug the system from the network connection before you start Outlook, and run an “archive”. Then you can plug in and let the server run.

· Blackberries
Each Blackberry will need to be re-activated on the Blackberry Enterprise Server for Exchange. ITS staff will backup handheld data, wipe device (reset), and re-activate when your mailbox is migrated to Exchange. This process can not be completed until the day of the migration. You Point of Contact in your Division will give ITS staff a prioritization of users that need to have their BlackBerry service restored. If you work at the Headquarters Office, during the migration of your mailbox, you or your division/branch point-of-contact will need to bring your Blackberry to ITS, Room 443 and ask for one of the Blackberry Service Team to arrange for this work to be done.  

If you do not work at the Headquarters Office, but you work in the Sacramento area, ITS will provide the Blackberry services on location. If you do not work in the Sacramento area and use GroupWise, ITS will walk you through the process by phone. If you do not use GroupWise, there will be no changes to your Blackberry. Before handing your Blackberry to the ITS migration team or your division/branch point-of-contact, you will need to change your Blackberry password to “cdfa”.  ITS staff will need the “cdfa” password to backup the device data. Please label your Blackberry and the case (if you have a case for your Blackberry) with your Name, Division and Branch.
· Calendaring

While the migrations are in progress, the calendaring between GroupWise and Outlook (if one person has GroupWise and the other has been migrated to Outlook) may not be in sync. To make sure that the correct information is transmitted when setting up or deleting meetings, it is recommended that you follow up with an e-mail regarding appointments. After all of the CDFA workstations have been migrated, this problem should clear up.

There have also been some difficulties in changing reoccurring meetings that were setup in GroupWise once you have been migrated to Outlook. It is recommended that after you have been mirated to Outlook, you should delete the reoccurring meetings that you set up in GroupWise, and make a new reoccurring meeting invite in Outlook.

Some calendaring features may not be available until all of CDFA has been migrated.  For example, free/busy lookups may not work, and shared calendars may not be available until all of CDFA has been migrated.

· E-mail Addresses
After you have been migrated to MS Outlook 2003, when searching for an e-mail address in the Outlook Global Address List, enter the first name of the person rather than the last name.

Secondary Address Book’s viability can be set in the properties section of the view/change address books found in the Outlook Options menu. 
· E-mail Signatures
Signatures for your e-mail will need to be recreated after you have been migrated.
· GroupWise 

We will delete user’s GroupWise Access by removing the client. It is important that users do not use the GroupWise client to view their email during the migration as they may activate their archiving process in GroupWise and cause errors in the migration. 
· Identify if an e-mail has been received and opened
Outlook has a feature that allows the Sender to request a “Return Receipt” from the Recipient when an e-mail is received. The Recipient has the option of acknowledging receipt of the e-mail, or declining to acknowledge receipt of the e-mail.   If the Recipient acknowledges receipt of the e-mail, the notice will be sent to the Sender as a message in his/her Inbox. The disadvantage to this feature is that the “Return Receipt” will be attached to all e-mails sent, and the Sender may receive acknowledgements from all e-mails sent. Also, the Recipient has the option to decline the acknowledgement. If the Recipient declines the acknowledgement of receipt, the Sender will not know if the e-mail was received or not.  

There is no “Properties” page in Outlook to view this information in the user’s client or on the web access. This is a feature in GroupWise. 
· Junk E-mail

Outlook handles junk mail differently from GroupWise. If you set up junk mail handling in GroupWise, a Junk Mail folder appeared in the folder list. To handle junk mail in Outlook, use the Outlook junk mail system. For more information on how to us the junk mail system, see the Outlook Help.

· Laptops
If you do not connect to the network, you do not need to have your laptop migrated. If you connect to the network with a laptop, you will need to provide the laptop to ITS. If you are in a remote office (outside Sacramento) your laptop will be migrated when you log onto the network.

· Meeting Invitations

During the migrations, the location of a meeting might not be visible to the person(s) receiving the invitation. To make sure that the person(s) receiving meeting invitations know the location, you need to include the location of the meeting in the body of the e-mail/invitation.
· Notebooks/laptop Usage
If you use a notebook or laptop when you travel and have a desktop at your office, and you transfer documents from the notebook/laptop via disk or data drive (do not connect to the network), the notebook/laptop does not need to be migrated.

If you have a notebook/laptop and desktop, you may use your notebook/laptop while your workstation is being migrated as long as you do not attempt to connect the notebook/laptop to the network while the migration is in progress. 
Field staff that comes to headquarters on a regular basis may need to have their notebooks/laptops migrated if they want to connect their notebook/laptop to the network to transfer files, or if no “GO TO” systems are used in their division. 

· Novell Web Access
Novell Web Access is specific to GroupWise. Outlook has “Outlook Web Access”. Outlook Web Access provides the functions that Novell Web Access provided. It’s address is https://mail.cdfa.ca.gov
· Outlook Configurations

Some of you may have previously worked in an organization that used Outlook and Exchange or may even have used Outlook at home.  The Outlook and Exchange environment can be configured in many different ways at the system level.  The CDFA configuration may not be the same as you have experienced in the past and some of the more advanced features may be addressed at a later date.  The migration project is being executed with a standard configuration in order to keep the complexity of the project to minimal levels.

· Outlook Web Access 

Your new Outlook account will be found at “https://mail.cdfa.ca.gov”. 
· Passwords

You will have a temporary password during migration. and your password for your workstation, network and Outlook are all the same. This password will be provided to you when your new migrated account is released to you.  

After the migration of your workstation has been completed, you will need to set a new password. Passwords should be eight characters. The eight characters must include 3 of the 4 types: lower case alpha characters, upper case alpha characters, numeric or illogical characters, and cannot have your user name as part of the password.

To change your password, select “Ctrl” “Alt” “Delete”. This will take you to your Desktop with a screen in the center. Select “Change Password”, enter your old password in the appropriate slot, enter your new password, and confirm your new password.  This will change your password in Outlook as well as your network password for file access.
· Populating Names in Outlook 

In GroupWise you could type the first few letters of a name in the “To” or “CC”, and the name would automatically appear. After migration, you will have to go to the Outlook Global Address Book and type in the first name. 

· During the migrations, the caching function is turned off, and the names will not automatically populate. After all of the migrations have been completed, the caching function will be turned on, and you will be able to type a portion of a name, and it will automatically populate.

· Proxy

Proxy is specific to GroupWise and does not exist in Outlook. In Outlook the function is called “Sharing” and can easily be set up in the Tools/Option using the Delegates Tab.  Calendar sharing can also be set while in Calendar window by using the links in the left side panel.

· Public Folders

MS Outlook has “Public Folders” which is similar to the GroupWise “Shared folders” for sharing items with other users. If you use a shared distribution address book maintained by a user, they will appear here when set up properly.
· Remote Access During Migration
During the migration of your e-mail and workstation, do not try to access your       e-mail or workstation remotely. 
· Rules

Once you have been migrated, you will need to recreate any Rules that you created in GroupWise as Outlook Rules.  Outlook has a separate Out of Office utility located just below the Rules menu choice.
· Shared Files

If your workgroup shares files with other workgroups who are migrated at a different time, you may have to exchange shared files via email, or on removable media until all of your workgroups have been migrated.

We have attempted to schedule the migrations of workgroups that share files and calendars at the same time, but based on other business requirements, this may not be true in every case.

· Shared Resources (Shared Proxy and Shared Calendars)

If you share Proxy and/or Calendar resources with someone, please be aware that once you have been migrated, and the individual(S) that you share the Proxy and Calendar with have not been migrated, the link will be broken and you will not have access to their Proxy or Calendar, and they will not have access to your Proxy or Calendar. Once the individual(s) have been migrated, you must reestablish the link. You can not proxy across platforms.  
· Synchronization across Platforms

Due to the fact that e-mail must pass from GroupWise to Outlook 2003, there is the possibility that during the migrations, the e-mail may be a little slow. This will clear up after all of the migrations have been completed. The Service Desk will not be able to assist you with this issue while the migrations are in progress.

· Training

The ITS has purchased tickets for an Introduction course with ISInc. ITS  has asked the divisions and/or branches to submit names for the ISI training. The CDFA will also offer Introductory MS Outlook 2003 training courses.   Contact your Point of Contact in your division for more information.
Update Notices
With the new Exchange server, at the end of the day, you will be asked if you want to accept updates. Please answer “yes” and allow this to run. This will keep your system up to date with the necessary security patches. This is very important now that we are in an all Microsoft environment.
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