Proposed Migration Strategy and Timeline

GroupWise to Outlook

Migration Strategy

Due to the technical issues associated with this migration and the number of users to be migrated and trained, it is critical that an organized approached and schedule be maintained. Because of the unresolved migration issues (listed on the table below) in the Calendar scheduling function between GroupWise and Outlook it is recommended that groups (by division and by department) be organized and converted together. 

For example: the presidents, vice presidents and deans all depend on being able to schedule meetings via the Calendar function. Since you can not view or schedule meetings on another person’s calendar, this group and their assistants would be migrated and trained as a group.

Individual User Workstation - Migration Requirements

Every computer on campus must be visited by an ITS technician to run the migration process required, This process takes anywhere from 1 hour to 6 hours depending on how much email and calendar events are currently being saved.

	What can be Migrated?

	 From GroupWise
	
	To Microsoft Outlook

	In Box

Sent Messages

Contacts

Calendar Events

Archives

Trash

Personal Email Groups
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	In Box

Sent Messages

Contacts

Calendar

Archives

Trash

Personal Email Groups

	
	
	

	What Will Not be Migrated?

	Rules
	
	Will need to reestablish any Rules defined


Getting Started with Outlook 2007

Proposed - Training Outline

Time estimate: 60-90 minutes

· Reviewing the Initial Screen
· Working with the Navigation Panel
· Displaying the To-Do Bar
· Working with the Enhanced Mail Message Window
· Viewing Attachments using Attachment Preview
· Flagging Messages

· Personalizing Your Mail

· Saving and Archiving Mail

· Viewing the Enhanced Calendar View
· Setting Appointments

· Scheduling Meetings

· Setting Calendar Options

· Finding a Specific Contact

· Sharing Folder Information

· Locating Outlook Items

· Organizing Outlook Items

· Using Color Categories

	TrainINg  – Basic Exchange Training
	October
	November
	December
	January
	February
	March
	April
	May
	June
	July

	Executive Team (and assistants)
	
	
	
	
	
	
	
	
	
	

	Deans (and assistants)
	
	
	
	
	
	
	
	
	
	

	Department Chairs (and assistants)
	
	
	
	
	
	
	
	
	
	

	Classified staff – by department
	
	
	
	
	
	
	
	
	
	

	Faculty – open training
	
	
	
	
	
	
	
	
	
	

	Part-time Faculty – open training
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	1st Make-up Training
	
	
	
	
	
	
	
	
	
	

	2nd Make-up Training
	
	
	
	
	
	
	
	
	
	

	3rd Make-up Training
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	GroupWise END OF LIFE
	
	
	
	
	
	
	
	JUNE
25-28th
	





Outlook Training Schedule schedule planner





It is proposed that training be organized by “group” in order to minimize the problems with calendars between GroupWise and Outlook and to better organize the workstation migration process.








