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What to expect and how to prepare.
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Hello!
You are scheduled to migrate to Office 365 in a multi-day process from Thursday night, August 11th, through Monday, August 15th. This process will include mailbox migration and an update to Office 2016. To prepare you for this process, DET has provided this short email to inform you on what to expect and what you can do to be ready. You will receive a “reminder” email before the process starts and it will also provide updates as needed.
On Thursday night, August 11th:
· Before you leave for the day, save all Office documents you are working on and close all Office applications (Outlook, Word, Excel, PowerPoint, Skype for Business, etc.)
· Ensure that your desktop/laptop is connected to the network and turned on.
· Restart your desktop/laptop and leave the device at the Windows logon screen.
· The DOA Desktop Support group will begin installation of Office 2016 after 6:00pm that night.
· When you log in Friday morning, you can use the new Office 2016 products without any changes. Your mailbox at this point will still remain on premise.

Over the weekend (starting on Friday night, August 12th, through Sunday night, August 14th):
· Before you leave for the day, save all “draft” Outlook work and close Outlook.
· Synchronization of your mailbox will begin after 6:00pm Friday night.
· Once synching is complete, the migration of your mailbox from the current on premise Exchange to the online version of Exchange will begin. This process will be complete by 6:00pm Sunday night.
· Mobile devices currently using AirWatch will also be updated during this timeframe.

Monday morning, August 15th:
· When you log in to your desktop/laptop on Monday morning, you will find an email indicating you have been successfully migrated to Exchange Online.
· When you use Outlook for the first time after migration, you may be prompted to close and restart Outlook. If so, just follow the prompts. The migration process is very seamless and your experience with email should not change.

Further Information:
Additional emails will be sent to you before the migration process begins. Emails include:
· Product Information – This provides you with details on which products you receive, and any special instructions on using them, as well as any further training available online.
· Reminder email – This communication will be sent Thursday afternoon, to ensure that you have the information you need to be ready for the change.

Support/Feedback:
· For incidents you encounter following the migration, contact the DOA Help Desk (608-267-6930, or DOA HELP DESK).
· For questions regarding the migration, what you need to do, or any feedback you would like to provide to the O365 team, send an email to:	DOA Office 365 Feedback and Questions




Further information on specific components of this migration will continue to be shared with all participants via email.
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Training: Visit the Office 365 Learning Center at aka.ms/o365learning.
This DOA pilot migration runs from August 11th to August 15th, 2016.
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