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1. Managing Request
1.1. Notify Agencies of Migration
1. Once mailbox migration is ready to begin agencies will be notified via email and negations with the Collaboration Team to determine if and when to schedule.  Some agencies may choose not to migrate to the cloud environment and this is usually due to financing reasons such as the cost of licensing. 
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1.2. Identify Users & Licensing Needs
Agencies need to determine the identity of the user(s) whose mailboxes will be migrated and begin to make arrangements for their user licensing.  Starting this now is highly recommended so that when it's time to verify user accounts and ensure their licensing is set up, fewer errors occur.  
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2. Managing Validation & Processing
2.1. Submit .CSV file
Provide the Collaboration Team with a list of email addresses in a .CSV format. This file should be submitted via email to doadldetbisahtcollaborationservices@wisconsin.gov.  This mailbox is monitored by members of the Collaboration Team and will be addressed by those members of the team who have been identified as responsible.

 

CI Opportunity:

 

1.  Create a template to provide to agencies with directions included.

· A template will be provided to the agency but as of now this process is still undefined.  Once the template is available, upload it in Blueworks under Attachments within this activity.
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2.2. Receive .CSV file
Review file received for errors.  Generally the file is accurate because if there are errors then the agencies are responsible for correcting them.
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2.3. Errors?
Top Errors:

1.  Agency does not submit file with the proper file extension

2.  Directions are not followed correctly so some information may be missing or entered incorrectly

2.4. Verify User Accounts & Licensing
Agencies need to verify that the accounts they previously identified have synced to the cloud and confirm that each user is properly licensed. 

 

If accounts are identified as missing or incorrect the agency should notify the Collaboration Team who in turn will work with the Active Directory Team (they are responsible for maintenance sync) to make the necessary corrections. 

 

If agencies discover that user licensing is not in place at this point they should enter a request for licensing into UMRA and UMRA will notify the cloud portal.
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2.5. Errors?
2.6. Schedule Migration
The agency will need to send an email to the Collaboration Team at doadldetbisahtcollaborationservices@wisconsin.gov  to make arrangements for a time when the

user(s) mailboxes will be migrated.  Based upon the size of the batch, the Collaboration Team will suggest dates and times to the agency.

	
	
	

	
	Participants
[image: image12.png]



Agency

Business Owners
[image: image13.png]



Agency Email Administrator

.

	

	
	
	


3. Managing Approvals
3.1. Verify Accuracy of Data Submitted
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3.2. Create Migration Batch
The Collaboration Team will create a Migration Batch Sync and complete the batch at the conclusion.  Depending on the size of the batch, there may need to be more than one timeframe scheduled and if that is the case, the Collaboration Team will work to break it out according to Business Units.
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3.3. Run the Batch Sync
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3.4. Errors?
In the rare event that an error does occur, the Collaboration Team will analyze the data to determine why it's not moving and then rerun the batch.

 

Top Error:

1.  Incorrect email address was provided in the .CSV file
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4. Managing Reporting & Maintenance
4.1. Hand Off
Once the batch of mailboxes has been completed, the Collaboration Team will hand off the process to the agency desktop support by sending an email to the Agency Email Administrators.  Included in this email will be a list of responsibilities along with possible templates for agencies to use for training purposes.  From this point forward the agencies are responsible for communicating the migration updates to their user(s).
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Glossary
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