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[Follow the link to Desktop Upgrade for information, training and schedules.]

Your department is now scheduled for the Desktop Upgrade; your chair will provide the exact dates.

There is a required three-hour orientation to the new system.  Reading your collective minds, as you look at your already too-busy schedules, I can hear you asking, 
“Why do I need to go to an orientation?”  Excellent question! 

· Your computer and printers will be connected to a new network; there are benefits and responsibilities.
· You will be using a new operating system, Windows XP, and getting a suite of baseline software.

· We have a new email system that has both a Windows client and a Web client that can be accessed from anywhere; the new system also has document sharing, calendaring, email management capabilities and more.  
· The orientation content is constantly being tweaked as we see what kinds of questions the Help Desk is getting from those who are already on the new system, so we provide updated information on transition issues.

· We also provide information on how to get additional online training in your new operating system, software and email.

When do I go to an orientation?

You should plan to attend an orientation the week prior to delivery so the information will be fresh.  This will also help us estimate how many orientations we need to provide each week, but if you can’t attend during that week, choose any date prior to delivery.  You do not need to sign up in advance.  If you are unable to attend an orientation prior to your deployment date, delivery of the computer will be postponed to a later date.

Just to put things in a TLC perspective for a minute, Vic Fascio and I like to say, “There are two of us and three thousand of you.”   We have posted a schedule on the Web, which I will regularly add to as needed.  We will provide multiple sessions, morning, afternoon and late afternoon.  If a department has a group of people who would like an evening session or a particular date/time, we will try to accommodate you.  We don’t have the resources to respond to individual requests for special sessions.
If you already have a computer, before delivery, you will need to:

· Move all your documents and browser bookmarks/favorites into the “My Documents” folder. 

· If you have a zip drive, you may also want to back up your files, along with your bookmarks/favorites.  If you don’t have a zip drive, you may be able to do this with floppies. 

· Print out email address books so that you can recreate them in the new system (you can do this later if you use Pine).  We have posted directions for transferring address books from Netscape’s Messenger Mail client or Microsoft’s Outlook/Outlook Express into CCSF’s new GroupWise system. You will also find directions for transferring mail messages from Pine to GroupWise.

· Prepare your workspace so the deployment team will know where to put the computer.

You can find information on how to do all of the above and more on the Web site by following the “What you need to do before the computer arrives” link.

It will be possible, for one week after delivery, to retrieve data that was not backed up, but this is not an easy task, so please look carefully at the Web site and follow the steps to insure a smooth transition to the new system.

Laptops will not be deployed until some time in March.  We will be offering special orientations for laptop users, and I will post information on the Web site as soon as I have it.
Macintoshes will be deployed at a later date.  We will post information about deployment/training on the Web site as soon as we can. 
The Web site has additional information on the new system, FAQ’s, deployment and orientation schedules, and an overview of the Upgrade.  We hope the site will help you make an easy transition to the new system.

