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For the latest information, please see http://www.microsoft.com/office/ 

Introduction

The purpose of this planning workbook is to assist in the planning, deployment, and migration to Microsoft( Office 2000. Three documents are provided to help you create your own Office 2000 deployment plan: 

· The Enterprise Planning Workbook, which you can use in electronic format to create your own plan, contains specific Office 2000 deployment advice, checklists, and general information for each phase of deployment. 

· The Sample Plan is a completed deployment plan that was created for a large financial institution, deploying an initial 1,500 desktops of Office 2000. You can compare it to the workbook and get a feel for what your completed plan might look like. 

· The Microsoft Project Deployment Template helps you create a logistics and rollout plan. 
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Task Name

Duration

1

Microsoft Office 2000 Corporate Deployment
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66.25 days

2

Scope

5 days

6

Planning

20.5 days

84

Development
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94
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10 days
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3 days

158
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Month 1
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Month 3
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Microsoft Office 2000 Deployment Planning Template. 

All of these tools were designed for the large organization that is deploying more than 1,000 desktops. Used together, these tools will help your organization effectively plan and deliver a cohesive and timely implementation strategy for the full project deployment lifecycle of Microsoft Office 2000. 

Our goal in providing this workbook is to make it easier for you to understand the decisions you need to make, identify the contingencies for which you will want to plan, and reduce the amount of time you will need to spend educating yourself and creating a plan. When you have completed the workbook, you will have a very well‑documented plan that will help your organization get the most out of your Office 2000 implementation.

For detailed technical information on Office 2000 deployment and migration, use the Microsoft Office 2000 Resource Kit with this document to create your customized plan.

Note All documents referenced throughout this document can be found at http://www.microsoft.com/office/enterprise.
As you'll see when you compare the Enterprise Planning Workbook with the sample plan we have provided, our intent is for you to take a soft copy of this document and use it as a template. As you create your plan, you will replace the advisory text in this document with your actual plans. Depending on the scope of your deployment, you may be adding sections or content that is not in this plan or skipping sections that do not apply to you. All major sections should be addressed, however. For example, one organization may be replacing hardware and the operating system as well as upgrading to Office 2000, while another organization may only be upgrading to Office 2000.

Each section of the workbook represents a major milestone in preparing to deploy Office 2000:

· Executive Summary: An overview of the business case for migrating to Office 2000, the goals of the plan, and how the plan will be executed. When most of the workbook is complete, you will be able to summarize the content to create an Executive Summary. 

· Scope: The overall scope, which clearly defines the boundaries of what is included in the migration to Office 2000. It includes the business case for making this change, along with the timing of the deployment, a budget, how you will gain users' cooperation and engender enthusiasm, the service level you plan to provide, as well as the results you hope to achieve. 

· Current versus Planned Environment: An analysis and inventory of the current environment as well as the planned environment, including hardware, software, and network infrastructure.

· Migration Plan: A detailed plan for migrating from the current environment to the planned environment, including migrating files, templates, and macros, training, support, and coexistence.

· Office 2000 Deployment Development Plan: A detailed plan for configuring and distributing Office 2000, including testing all scenarios.
· Proof of Concept: Describes the testing of all physical aspects of the migration and deployment development plan such as integration, coexistence, and deployment in an environment that closely replicates the planned environment.
· Pilot: Outlines implementing the entire plan on a representative pilot group of users.
· Risk Assessment: Documents the risks for a successful implementation and how can they be mitigated; is based on the results of the Proof of Concept, the Pilot, and other planning factors such as the budget.
· Implementation Plan: A detailed rollout schedule and logistics plan for actual deployment to user's desktops.

· Post Implementation Review: A implementation review, complete with any changes necessary to move forward, lessons learned for the next desktop deployment, and considerations for application development and use of Microsoft Office 2000.

At the start of each section of the workbook you will see the following graphic, which gives you an idea of your progress in completing the entire plan. 
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Executive Summary
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The goal of the executive summary is to quickly inform readers and decision-makers of the most pertinent points of the plan. You'll need to include the business case for deploying Office 2000 as well as highlights of the technical plan for implementation.

Note While it is traditional for the executive summary to appear near the front of a plan, you probably won't have the content to fill this in until your plan has been completed at a high level. 

Summarize these sections in the executive summary: 

· Scope

· Current versus Planned Environment

· Migration Plan

· Office 2000 Configuration

· Proof of Concept 

· Pilot

· Risk Assessment

· Implementation

· Post Implementation Review

Scope
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The scope defines what is (and what is not) included in this project, limited by what can be accomplished successfully. If your project will be completed entirely by people within your organization, then it may not be as important to fill out certain sections such as the business model, because everyone on the project team knows that information. If, however, you are going to use any external resources such as contractors or consultants, then filling out such sections will help those resources understand your project and environment.

For example, the scope of an Office 2000 deployment project might be the following:

"Deploy Office 2000 Premium Edition, with all applications and features, to the local computers of all users. Implement custom settings to support coexistence and year 2000 policies and deploy custom help explaining these policies. The software will be distributed via Microsoft Systems Management Server, which is already in place. The support and training organizations will ramp up and overstaff to train all users immediately prior to deployment and support them fully after deployment. A process will be put in place to identify files, macros, templates, and custom solutions that need migrating, and another process will be put in place to migrate or reengineer them."

Vision

The decisions you make throughout the planning and deployment process are based on your organization’s vision for this migration. The vision for this deployment is based on a number of factors relating to the culture of your organization and how change is managed routinely. Whether your organization is very hands-off and lets users handle their own desktop computing needs or whether your organization makes all decisions and fully supports a user's desktop around the clock(that culture and vision is the basis for your plan. Once your vision for the deployment is clear, you will find it easier to make decisions and to include everyone in your plan. Ensure that all project stakeholders agree to this vision and approve it before moving forward with your plan.

For example, your vision might be the following:

"Deploy Office 2000 to all local users by July 1999 and all international users by September 1999. There will be no interruption to users caused by this deployment. Information technology (IT) staff will manage all upgrades either overnight or on weekends, rolling out the software to one business unit at a time. Users will receive training immediately prior to receiving the software. The software will be deployed in a way that minimizes the need for the helpdesk; however, the helpdesk will be overstaffed as a contingency for any increased call volume. Helpdesk personnel will receive training far in advance of the rollout. Users will benefit from this upgrade through increased file-sharing compatibility with others and new Web-based Office 2000 solutions for line-of-business needs. IT will benefit through software that costs less to implement and is more reliable, and therefore costs less to support."

Business Model

Documenting your business model is important when including third parties in your migration. This helps them understand the basis for decision making. List the following:

· Core competencies of your company

· Strengths and weaknesses of your company

· Primary competition of your company

· Primary use of IT in your company’s daily business

Business Drivers for Deployment

List the business drivers for the deployment. Is this deployment driven centrally or on demand by departments or sites? For each business driver, identify who is concerned primarily with that driver (for example, IT or a specific department). By documenting this clearly, budget requests will be easier to make, and funding managers and department heads will understand the business value of this change.

IT Business Model

To ensure that all resources who work on this project understand your underlying business model, describe the general IT business model. 

· Centralized versus decentralized, and pertinent relationships

· IT's relationship to business units

· Funding

· Level of support provided to business units

· Use of third-party resources to provide services

If this project is staffed entirely with internal resources, it is not necessary to fill out this section.

IT Organizational Profile

This organizational profile should include all IT groups that will be involved with or affected by this deployment. Including this in your plan makes it easy for all resources to know who to go to with issues and decisions throughout the deployment planning process and implementation.

Budget

Below is a Microsoft Excel spreadsheet object to use as a starting point for your budget. Double-click on it to launch Excel inside of this Word document; you can add or delete items and create formulas to finish your budget. Update it any time your numbers change.
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Budget Item

Projected Budget

Actual Spent

Hardware

New Client Computers

Client Computer Hardware Upgrades

New Server Computers

Server Hardware Upgrades

Software

Microsoft Office 2000 Licenses

Distribution Software Licenses

Virus Scan Software Upgrade

Support

Training

Overstaffing for Rollout

Migrating Files, Macros, Templates

Needs Assessment

Testing

Remediation

Test Lab

Hardware

Software

Personnel

Training

End User Training

End User Training Materials (CBTs, books)

Implementation

Personnel for Distribution

Total


Timing

What is the desired timing for this project, including major milestones for kick off, planning, pilot, the implementation start date, and the implementation complete date. Your Microsoft Project plan will include detailed milestone and timing information, so just include a high-level summary of it in this document. Document constraints early since timing affects many of the other variables such as budget and training.

Support Commitment

What is the service level of support that business units or end users should expect during and after implementation? The answer to this question should be in the form of a vision statement, such as "We will commit the resources necessary so that users will not experience any downtime." Documenting this vision will help drive the plan to meet the vision.

Current versus Planned Environment
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This section of the workbook documents the current as well as the planned environments; such documentation makes it much simpler to make all necessary plans for arriving at the desired environment. Although you will supply some information in this section, please use the tables in Appendix A to document configuration information for each rollout unit (business unit, department, workgroup). If you have an existing hardware or software inventory system such as Microsoft Systems Management Server, use the tables in this section as a guideline for the type of information you will need from that system. Either summarize that information in these tables or attach the reports as an appendix. 

As you go through this section, you will see questions starting with the ( bullet. These are the pertinent questions you are trying to answer with the current environment-discovery process. If you are changing other aspects of your desktop, such as the operating system, messaging, or software distribution, you should expand upon this plan to encompass all of the changes to the desktop.

Desktop Architecture

Hardware

· Does the current hardware support the Office 2000 system requirements?

If not, be certain to address how hardware will be upgraded in your migration plan, or whether certain users will have to wait until planned hardware upgrades are available.

	Item
	Office 2000 Requirement

	Chip
	Pentium 75 (166 for PhotoDraw™ business graphics software)

	RAM 
	For the Windows( 95/98 operating systems: 16 MB for the OS, 4 MB for each open Office application (8 MB for the Outlook® messaging and collaboration client, Microsoft Access, or the FrontPage® Web site creation and management program; 16 MB for PhotoDraw)

For Windows NT( Workstation operating system: 32 MB for the OS, 4 MB for each Office application (8 MB for Outlook, Access, or FrontPage; 16 MB for PhotoDraw)

	Hard Disk
	Office Standard:
189 MB (W,E,P,O)

Office Professional:
217 MB Disk 1 (W,E,P,O,A)


174 MB Disk 2 (Pub, SB)

Office Premium:
252 MB Disk 1 (W,E,P,O,A,F)


174 MB Disk 2 (Pub, SB)


100 MB Disk 3 (PhotoDraw)

Office Developer:
Add 130 MB To Premium

All size information is based on installing to the local computer. Running the software from the source will result in substantial space savings on the local computer.

W=Word, E=Excel, P=PowerPoint(, O=Outlook, A=Access, Pub=Publisher, SB=Small Business Tools, F=FrontPage

	CD-ROM
	Yes, for non-network installations

	Network Card
	Yes, for network installations


Software

· Does the current operating system support Office 2000, including the Service Pack (SP) version for Windows NT Workstation? If not, this plan should address how the operating system will be upgraded, as well as anything else an operating system upgrade will affect, such as the hardware and other software on the computer.

Note Office 2000 runs on Windows 95, Windows 98, Windows NT Workstation 4.0 with SP3 or later, or Windows 2000.

· Does the existing software work with Office 2000, particularly third-party Office-integrated software? If not, how critical is that software and how does this affect the plan? If the existing third-party software is not compatible with Office 2000, there may be a product from a different vendor that is compatible and serves the same purpose.

· What is the current standard Internet browser? Microsoft Internet Explorer 5 is included in Office 2000 and provides an excellent browsing and Web-solutions experience for the Office 2000 user. You may want to evaluate deploying Internet Explorer 5 with Office 2000.

Operating System

· Do you have any 16-bit Windows or Windows NT Workstation 3.5 users? If yes, these users will need to have their operating system updated or use Windows Terminal Server if you want them to run Office 2000.

· Are Windows NT 4.0–based workstations updated to include at least SP3? If no, they will need updating.

Profiles

· Have you implemented system policies in your environment? If yes, you will want to look at the Office 2000 Resource Kit, the updated System Policy Editor, and the system policy templates available for Office 2000.

· Do you need a way of implementing and enforcing user settings such as the default file format for saving documents? If yes, then you'll want to consider implementing system policies. 

· Have you implemented profiles so users can travel to different computers and have all of their own settings? If yes, you'll want to include Office 2000 and install it appropriately to support this user scenario. 

Networking Configuration

The purpose of the networking configuration information is to document those parts of the system that are pertinent to the running or deployment of Office 2000, or support Office solutions. Concerns should be clearly documented, such as overloaded servers or links that may be too slow to support deployment adequately. This section is not designed to make you document your entire network topology.

· Will the existing network configuration support deploying Office 2000 from the network? If not, solutions may include deploying the software during off-peak hours, using CD-ROMs for mobile users or users over slow links, or adding servers or bandwidth to the network to accommodate the deployment.

· Will the existing network configuration support running Office 2000 from the network? If not, you may choose to make it impossible for users to run Office 2000 from the network by creating an installation that does not allow users to make choices.

· What impact could using Install on First Use have on your network?

· Can the network servers accommodate storing additional content that is not deployed to the desktop, such as PhotoDraw samples and graphics? If not, how will users access that content?

· Are users connecting to databases or network locations that need to be restored after deployment? If they are, make sure that all connections work after the upgrade. This is important for deployments that involve new hardware or operating system settings.

Migration Plan


[image: image8.wmf]Scope

 

Current v. 

Planned

 

 Migration

 

Plan

 

Office

 

Config

 

Proof of

 

 Concept

 

Pilot

 

Risk

 

   Implemen

-

 

tation

 

Review

 


The migration plan is your roadmap to changing from your current environment to your desired environment. It includes both what you will do and how you will do it. This plan should be viewed as "in progress" throughout the migration so that everyone who needs to access it can feel confident that it is accurate and up-to-date.

Resources

Project Team/Roles

Each area of the project is broken down to include those key administrators who are typically responsible for normal activities related to each project stage. This list is based on the roles existing in the largest organizations. Your list may be significantly shorter(use whatever works for your environment.

	Role
	Responsibility
	Names and Company Titles

	Business Manager
	Owns the project from the line-of-business perspective. Is responsible for budget, communication between project management and users, and final decisions.
	

	Product Manager
	Drives the project and sets the priorities. Ensures that the end users’ needs are met; establishes departmental profiles, etc. Responsible for Marketing and Customer Relations.
	

	Lead Program Manager
	Manages the project; sets milestones; monitors the overall project status and issues. Owns the overall plan and Project plan. Monitors the financial aspects (if applicable). Responsible for Operations Development.
	

	The following program managers report to the Lead Program Manager:
	

	Database Server Administrator
	Responsible for administering database servers such as SQL Server(, Sybase, Oracle, DB2, etc. Owns the Database Connectivity sections of the plan.
	

	Distribution Administrator
	Responsible for application deployment and licensing, particularly those responsible for push-installation modes such as Microsoft Systems Management Server and/or IBM Tivoli. Owns all distribution methodology sections of the plan.
	

	Desktop Administrator
	Responsible for workstation operating systems, software, and hardware. Owns the desktop components of this plan, including the current and planned environment, and the migration and configuration plans.
	

	Developers / Consultants
	Involved in developing company-specific desktop applications (custom applications).
	

	End User Technical Support Team
	Helpdesk personnel. Provide technical support for the questions and problems of users of the Office 2000 suite. Maintain, operate, and repair Office 2000 configurations. Own all support aspects of this plan.
	

	Intranet / Internet Administrator
	Responsible for the structural design and maintenance of intranet/Internet servers and services, as well as Web document standards. Owns the browser and Office Server Extensions (OSE) sections of this plan.
	

	Messaging Administrator
	Responsible for server-side messaging administration. Owns the messaging sections of this plan.
	

	Network Administrator
	Responsible for configuring and maintaining the network, ranging from network servers, protocols, and hardware (including printers) to domain administration of workstations and users. Owns all network-related components of this plan, including current and planned configuration information and plans.
	

	Office Administrator
	Determines technical configuration of all Office 2000 components (if applicable). 
	

	Technical Consulting 
	Provides consulting services and problem resolution. 
	

	Testing / Quality Assurance Team
	Ensures system conformance of Office 2000 to functional requirements and corporate standards. Tests all betas, custom applications, and migration/coexistence issues. Owns the test plan.
	

	User Education
	Develops training materials and documentation for end users and technical support personnel, including helpdesk and end-user education. Owns the training sections of this plan.
	

	Logistics Management
	Deals with Worldwide logistics. Owns the logistics plan and rollout strategy. 
	


Additional Personnel

List all additional personnel required for implementing the Office 2000 deployment. For example:

	Name and Title
	Responsibility
	Employee/Consultant/Contractor
	Duration

	Installer 
	Installs the new configuration on all end-user computers.
	Contractor
	June–August


Equipment

In this section, detail additional equipment needed to complete the migration plan. 

· Test lab equipment

· Equipment for project personnel

· New computers for end users

· New network-related equipment

· Upgrade components for existing equipment

Be sure to include the quantity of the new equipment needed.

Needs Assessment

On a departmental basis, what is the plan for determining what the needs are to get from the current configuration to the desired environment? Of special interest are:

· Timing

· Hardware

· Operating system

· Third-party software integration

· File conversion

· Template and macro conversion

· Custom-solution conversion

· Specific feature requirements

· User settings / roaming users

· Browser considerations

· Messaging platform considerations

· Distribution infrastructure

· File sharing coexistence issues

· Development platform considerations 

There are many ways to assess needs. Make sure that the method you plan to use is pragmatic as well as accurate. If you have a hardware/software inventory system in place, make sure the databases are up-to-date prior to running reports. One of the most practical ways of getting the information you need is to work with one contact from each business unit who is responsible for getting this information for you. You may want to try a one-on-one interview with this contact, or even weekly meetings. Surveys sent through the mail or posted on an intranet site don't often get the quantity and thoroughness of results you need, while costing more money to implement. One-on-one interviews also give you the chance to explain any complex terminology or the business need for the information you are trying to obtain, while transferring the ownership of the quality of the information to the business unit.

File Conversion

Detail here plans to migrate or convert data files. Include the methodology, logistics, and escalation paths.

How you handle file conversion will depend on the software your users are migrating from. If you are coming from a previous version of Microsoft Office, there are very few reasons to convert data files until they are used (with the exception of Access databases), particularly if you are moving from Office 95 or Office 97. Documents, spreadsheets, and presentations can simply be opened with Office 2000 the first time they are needed. Users can choose to save these files in the new version formats or continue storing them in the old formats, which may be necessary for coexistence with users who do not have Office 2000 or Office 97. Access database use is different, however. If a user opens an older Access database in Access 2000, the user will be able to manipulate data and use the application, but will not be able to make any changes to tables, queries, reports, forms, macros, or modules. If the user needs to make those types of changes, the database must be converted to Access 2000 format. The conversion process leaves a copy of the database in the old format. Make sure all databases are thoroughly tested before discontinuing use of the old format.

If you are coming from non-Microsoft desktop software, this area of planning will require more effort. Keep in mind, however, that most word processing files are created, used once, and never used again. As far as spreadsheets go, most users have a small number that they utilize frequently and then retire over time. Any file conversion plan should take into consideration a pragmatic approach to providing only those files necessary in the new format. Your planning for file conversion should also take into account the complexity of any given file, and whether a workgroup or a single user uses the file. Complex files with specific printing requirements may require reengineering in the new format or continue to be used in the old application. This may require additional work in the short term, but it provides longer lasting results and less work over the long term. Adequate planning in this area will need to balance costs with end-user inconvenience. While file conversion may seem to be less important than deployment issues, it is an area of high visibility that can halt an entire implementation if not handled properly.

For more information, please see Converting Files Between Different Versions of Office Software: A File Format Matrix White Paper and Upgrading to Office 2000 in The Microsoft Office 2000 Resource Kit, and Switching from Other Applications in the Microsoft Office 97 Resource Kit.

Macros, Templates, and Custom Solutions Conversion

Detail here the plan to migrate, retire, or update existing macros and templates. Include the testing, methodology, logistics, and escalation paths.

How you handle templates and macros will depend on which version of Microsoft Office you are moving from. If you are moving from Microsoft Office 4.x, you should test all macros and templates. Of most concern are any templates or macros that make 16-bit DLL or API calls. These will all need migrating to 32-bit DLL or API calls. Another major change is the one from WordBasic to Visual Basic® for Applications (VBA) in Word. While there is a compatibility layer, not everything converts smoothly. Generally, simple macros such as those that are recorded should encounter few problems, while the more complex templates or macros may need some work to operate properly in Office 2000. In some cases, you may prefer to author new templates. VBA can be more efficient than WordBasic for some operations, and there are more VBA programmers than WordBasic programmers, making these templates easier to maintain over the long run. In addition, new functionality can make old macros obsolete or vastly improve the overall solution.

If you are migrating from a 32-bit version of Microsoft Office, you should not have any remaining 16-bit issues to solve. If you are migrating from Office 95, however, you will have similar issues moving from WordBasic to VBA, and some object model changes in the other applications. If you are coming from Office 97 you should encounter very few issues, but you will want to test mission-critical or business-critical applications anyway.

The file format for Access has changed in each version. Therefore, all converted databases should be tested thoroughly before retiring the older versions. 

Be thorough in uncovering custom solutions that need testing and possibly some development work to migrate, but also be practical in determining which should move forward and which should be abandoned. Examples of reasons to abandon existing solutions include custom solutions that enforce obsolete business rules, provide functionality that is now inherent in the Office 2000 application, or were poorly written, home grown applications that should be developed professionally. Test every custom solution created for a mission-critical function. 

The first step in the process is to inventory all line-of-business solutions. Identify all technologies that a particular application uses or is dependent on (for example, Word, Visual Basic for Applications, ODBC, Internet Explorer, etc.). You will also want to identify all applications in terms of order of importance:

Mission Critical: Applications that are critical to the organization. The organization is prepared to assume no or little risk of failure. Impact and cost of failure is very high, such as a significant reduction in revenue, increase in expense, or customer or partner dissatisfaction with your organization.

Business Critical: Applications that are not mission critical but still of high importance to the organization. The organization is prepared to assume low risk of failure, and impact and cost of failure is moderate.

Required: Applications that do not fit into the above categories but can still cause reduction in revenue, increase in expenses, or customer or partner dissatisfaction with the organization. Impact and cost of failure is low, however.

Other: Applications that do not fit into any of the above categories.

If you are migrating from non-Microsoft software, most macros and templates will need to be reengineered in Microsoft Office. Take this opportunity to retire old macros and templates, and before re-creating them in Office, make sure you are making the best use of Microsoft Office—do not simply mimic your old software. This is a great area for productivity gains and generating end-user enthusiasm.

For more information, please see the Office Developer Web site at http://www.microsoft.com/officedev. 

Coexistence Plan

If all users who might possibly share files are not switching to Office 2000 at the same time, you must plan for how they will work together during implementation. Office 2000 files have the same format as Office 97, except for Access 2000 files. If those are the only two versions of Office within your environment, your coexistence planning will only have to address Access and sharing files with those outside your organization. If your environment includes versions of Office earlier than Office 97, such as Office 95 or Office 4.x, there are a variety of ways to help users work together on files with different formats. There is some variation by application, but there are 32-bit Windows viewers for Word, Excel, and the PowerPoint presentation graphics program; 16-bit Windows viewers for Word and PowerPoint; and installable converters for earlier versions of Word and PowerPoint that allow those users to open Office 2000 files in their existing Office software. The viewers and converters are all included in one easy-to-install package available in the Microsoft Office 2000 Resource Kit. All of the Office 2000 applications can save files in earlier formats, and some even have special "dual" formats that store both the Office 2000 format and the previous version format in one file that both versions of software can open without requiring any converters.

Include a plan here that details how coexistence issues should be handled, including plans to deploy converters or viewers, plans to determine a default file format, and how these plans will be implemented. You need to make sure you understand how users share files and with whom. When you do a needs assessment with each rollout unit, make sure you understand:

· Interoperability within each organizational unit

· Interoperability between organizational units

· Interoperability with organization partners (customers, vendors, regulatory agencies)

· In addition to knowing how users share files and who they share them with, you will want to take into consideration some additional factors, including:

· The length of time users will have to coexist

· The version of Office they need to coexist with

· Whether your organization has implemented an easy means for enforcing and changing user settings, such as system policies

· Whether converters or viewers that allow users to open or view Office 97 files have already been deployed to users who have the older software

· Whether the non-Office 2000 users need to edit the files or simply view and print them

Some file types, such as Word documents, are shared more universally and across more organization borders than others and may require different treatment. In general, users do the most file sharing within their workgroup, although this can certainly differ depending on job role, the application in question, and the workgroup. If it will take a long time to migrate an entire business unit or workgroup, then you may want to strongly consider implementing a coexistence strategy that involves getting users to save files in their earlier formats or deploying converters to users who will remain on the older software. 

The following figure is a sample decision tree for deciding upon a coexistence plan.
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Word Coexistence Decision Tree

For more information, please see the File Sharing in a Heterogeneous Office Environment White Paper and Upgrading to Office 2000 in the Microsoft Office 2000 Resource Kit.

Support Plan

What is the model for support, including end-user and developer support? Include steady-state support policies and levels, escalation paths, third-party involvement, and how to reduce the need for help desk support. 

· Will the current staffing level accommodate a major desktop migration? If not, consider the best ways of augmenting the staff. You may reassign existing staff to higher profile assignments such as floor support, while using contractors for entry-level positions.

· Do you have any statistical information from past migrations that you can use to project needs, not only in terms of volume, but also in terms of what users will have problems with?

· Is there any way to avoid end-user problems by changing the custom configuration, such as installing certain components to the local computer rather than on first use so line-of-business solutions will work properly or by using customized help or alerts? 

· Do the current personnel have the skills and knowledge to accommodate this migration? If not, develop a training plan to augment their skill levels or a plan to hire or contract personnel who do have skills.

The Helpdesk plan should address staffing issues, training the Helpdesk personnel, supplementing the Helpdesk with additional personnel, features to plan for, possible implementation of Office 2000 customizable help and alerts, escalation paths, and end-user self-help such as intranet content, cheat sheets, and promoting the use of the Office Assistant. Some organizations use helpdesk personnel to help deploy the software. The technicians are familiar with users needs and can provide valuable input on configuration issues. In addition, they become very knowledgeable on the configuration and can better support it.

Keep in mind that the level and quality of support during a migration is often the element that makes or breaks the migration in the perception of the users. Most users realize that something will go wrong when making changes but have very little tolerance for an unprepared or poorly staffed Helpdesk. It is better to overstaff initially, cutting back once you are comfortable that you are meeting expectations. 

For more information on adequately planning for and preparing your support environment, see The Sourcebook for the Helpdesk by Microsoft Press.

Training Plan

Document the new "steady-state" training policies and methods. Include information on both end-user and support personnel training. Be sure to evaluate all training methods for the migration, including instructor-led training, brown-bag sessions, computer-based training (CBT), and books. Microsoft Press has several series of books for all types of users as well as a CBT series.

This plan should take into consideration what products the users are migrating from, different user roles, and user abilities. Detail the necessary resources, including third-party resources, and the timing and scheduling of training. Communicate with potential vendors as early as possible so they are ready when you need them to be. 

When preparing Helpdesk personnel, make sure you train them on the use of the new products, migration tools and strategies, how you are planning to deploy the software, their role in supporting that the deployment, and coexistence strategies.

Here is a sample table for categorizing users:

	Job Description
	Microsoft Office Experience
	Training Requirements

	
	
	


Communication Plan

The communication plan is very important and needs to encompass two major areas: communication between all related project personnel and communication between project personnel and the user community. The goal of the communication plan is to maintain visibility, inform, create enthusiasm, foster cooperation, and communicate status and news about the project as needed.

Researching the answers to these questions will help you prepare your plan:

· How do the various IT groups communicate regarding a planned deployment? 

· How have deployments been communicated to end-users in the past? 

· What strategies in the past have worked effectively in educating and informing end-users as well as encouraging them to accept and embrace change? 

· What strategies in the past were particularly unsuccessful and should be avoided? 

· What materials were used?

You might consider creating a team Web with Office Server Extensions (OSE) where all team members can make comments on the plan, their progress, and any issues they need help with. It's a useful way to learn this new technology. 

Communication Plan

	Subject to Communicate
	Medium
	Audience
	Frequency

	General News
	
	
	

	Project Status
	
	
	

	Migration Schedule
	
	
	

	Service Level Agreement
	
	
	


Test Plan

Include information here about how you plan to test your new desktop configurations, Office-based line-of-business solutions, and distribution scenarios. Pertinent information would include any test lab resources or third parties that will assist in testing. 

· Are there sufficient lab resources(hardware, software, connectivity, and personnel(to fully test this deployment? If not, how can you obtain these resources?

· Will you be using any special tools in your testing effort? Have all personnel been trained in the use of these tools?

· What are the criteria to determine whether an application gets tested?

· What are the criteria to determine whether a test suite passes or not?

· Who has ownership for the different components of the test plan?

Your test plan should include testing of at least the following:

· All possible desktop deployment scenarios

· Server test scenarios

· Migration of files, templates, macros, and custom solutions 

· Third-party interoperability 

· File coexistence scenarios

· Implementation of new features

· Restoring the desktop to its previous condition

Describe the test environment that will be in place to support the planning for Office 2000 implementation, including personnel, hours of operation, and third-party involvement.

	Component
	Configuration (Hardware & Software)

	Client Computers
	

	
	

	Server Computer(s)
	

	
	


	Personnel
	

	Internal
	Role

	
	

	
	

	External
	Role

	
	


Office 2000 Deployment Development Plan
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Using this section as a guide, document each rollout unit's configuration in the build worksheets in Appendix B, creating a new set of worksheets for each rollout unit. 

Hardware

Specify how existing users will get from their current configuration to the proposed configuration. Detail whether computers are being replaced or receiving component upgrades, and the exact method of doing that, including procurement and logistics. Include a hardware upgrade for each of these components.

· Desktop hardware

· Distribution servers

· Office Server Extensions servers

Operating System

Detail here any changes that need to be implemented to move the users from their current operating system environment to the proposed one. 

User Settings

In this section, document plans to implement pre-defined user settings including the method you will use.

Use the tables in Appendix B to document each setting.

Microsoft Office 2000 Configuration

Office 2000 Feature Implementation 

Prior to creating a custom configuration of Office 2000, your organization should understand the capabilities of Office 2000 to have a more efficient deployment that takes advantage of everything Office 2000 has to offer. Many of these decisions are not required in order to deploy Office 2000 but can help you decrease the number of times you touch the desktop, lowering your costs and the inconvenience to your end users. This section covers the main features for which you may want to plan, pointers to white papers or other additional information about these features, and decisions you may want to make prior to deploying Office 2000. The specifics that result from your decisions should be documented in Appendix B. You might, however, replace the existing text in these sections with a high-level discussion of your plans.

Specific Applications and Features

Different user communities often have different needs. From Office Standard to Office Premium, there are a number of applications in Office 2000. For example, users who are making quick financial decisions in Excel will not want to wait to install a feature the first time it's used—rather, they will expect to access all functionality immediately. On the other hand, some users may not know whether they need the Excel Analysis ToolPak and may want to conserve hard disk space. 

Decisions

· Which edition(s) of Office will you deploy?

· How many editions of Office do you want to deploy?

· What is the base configuration for all users?

· What is the process for determining variations from the base configuration?

For more information on all of the features in Office 2000, please see the Office 2000 Product Enhancement Guide. For more information on customizing the installation of Office 2000 features, please see Customizing Your Office 2000 Installation in the Microsoft Office 2000 Resource Kit.

Deployment Features

A myriad of new deployment features in Office 2000 need to be understood fully prior to deploying Office 2000. Office setup has been reengineered from the ground up using the Windows Installer. Among those features of most interest include the ability to run the software from the local computer, run from the source, or a mix; installing features the first time they are used; self‑repairing applications that can fix corrupt or missing files; and easy-to-use wizards for customizing and automating the entire process. 

Decisions

· Which feature set to provide to users. 

Whether to install some applications or features upon first use. Installing applications on first use requires updating to the Active Desktop™ shell update prior to deploying Office 2000.

· Whether to make some applications or features unavailable. 

Note: You should be able to determine the first three items in this list from the needs assessment of each rollout unit.

· Whether to run the software from the local computer, the source, or a mixture. There are pros and cons to both. Running software from the local computer requires more hard disk space and takes a little longer to install, while running it from the server requires more network resources and a stable networking environment.

· Whether to implement Active Desktop so that the self-repairing feature works for the Office 2000 application executables. This improves reliability and reduces the Helpdesk burden, but it requires more planning up front and may require installing the Active Desktop shell update prior to deploying Office 2000.

· Which customizations to user settings you may need. If you plan these in advance you can deploy them with the software.

For more information on Active Desktop, please see the Active Desktop section.

To learn more about deployment features, please read the Office Deployment and Maintenance White Paper or Installing Office 2000 in Your Organization in the Microsoft Office 2000 Resource Kit.
Active Desktop (Shell Update)

Active Desktop is a feature of Microsoft Internet Explorer 4.01 and Internet Explorer 5 or later. The Active Desktop interface is built in two layers: 

· A transparent icon layer that displays the users' existing desktop shortcuts

· A background HTML layer that hosts any HTML-based items, including ActiveX® controls and scripts

By providing an HTML layer that can host any HTML-based component, Internet Explorer 4.0 offers a 100% customizable space for creating dynamic links to your favorite Web content. That makes Active Desktop a home base for launching programs, switching between files, and staying informed about what's happening on the Internet or on an intranet. 

Decisions

· Do you want to be able to take advantage of Install on First Use for applications?

· Do you want to be able to support the self-repairing applications feature? This feature will automatically repair a critical executable, dynamic-link library (dll), or registry entry.

· Do you have roaming users who may access computers that do not have Office 2000 on them?

If you answered "Yes" to any of the above questions, you will want to deploy Active Desktop to your users prior to deploying Office 2000 by installing it with Internet Explorer 4.01 or later for users of Windows NT Workstation 4 and Windows 95. Windows 98 and Windows 2000 already have this functionality. The Windows Installer makes use of new shortcuts that are enabled by Active Desktop to install entire applications on demand and repair an application if a critical file is missing. It also uses these new shortcuts to help users have access to Office 2000 when they roam to computers that don’t have Office 2000 as well as their custom settings. If you plan to use these features, you'll need to make sure that Active Desktop is installed and the computer rebooted before deploying Office 2000. Active Desktop needs to be installed but can be disabled.

For more information, please see the Office 2000 Deployment and Maintenance White Paper.

Microsoft Internet Explorer 5

Internet Explorer 5, provided with Office 2000, is closely integrated with Web-based functionality in Office 2000. Internet Explorer 5 integrates with Office 2000 to provide a Web development and solutions environment, making Web publishing easy for your knowledge workers. If your existing browser standard is an earlier version of Internet Explorer, you may want to upgrade to Internet Explorer 5. If Internet Explorer is new to your organization, test it fully before deploying it. Create policies and standard methods of deploying and implementing Internet Explorer 5, just as you do for Office. The Internet Explorer Administration Kit (IEAK) provides full control over how Internet Explorer 5 installs and all of the user settings. The IEAK is integrated into the Custom Installation Wizard, the main tool for customizing Office 2000 setup. If you've already created a custom installation for Internet Explorer 5, you can use it. Internet Explorer 5 also includes Active Desktop.

Decisions

· Do your knowledge workers need to publish Web content?

· Do users need to access or work with Web content even when offline?

· Will you be deploying Office Server Extensions and taking advantage of the Web Discussions feature?

· Will you be deploying Active Desktop to take advantage of Install on First Use?

If you answered "Yes" to any of the above questions, deploying Internet Explorer 5 will give your users the best levels of functionality and make your deployment more efficient by installing fewer items, such as service packs. 

· Will you deploy Internet Explorer 5 with Office 2000 or separately?

· Will it be your standard browser, or an additional browser?

· Will you be deploying Internet Explorer 5 to install the Active Desktop? If so, be sure to reboot the computer before installing Office 2000.

For more information please see the Microsoft Internet Explorer Deployment Guide.
International Use

Office 2000 has been engineered for simplified multinational deployment. A single-language version can be combined with the appropriate Office 2000 MultiLanguage Pack to provide the language interface for almost any Office 2000-supported language. This greatly simplifies multinational and multilingual deployment. There will still be the full complement of single-language versions of Office 2000, which sometimes have more localized content than the MultiLanguage Pack. Your organization will want to decide which is the best solution for your environment.

Decisions

· Will you be using the MultiLanguage Pack or the single-language versions?

· Will you be creating all worldwide custom installations, or will the local IT organizations be responsible for that?

· Will you deploy Office 2000 and the MultiLanguage Pack all at one time, or will the English version be deployed worldwide before all languages are available?

· Will users have a connection to the installation source so languages can install on first use, or do you plan to customize Office 2000 installation for each language?

For more information, please see the Office 2000 in a Multinational Organization White Paper and Deploying Office in a Multinational Setting in the Microsoft Office 2000 Resource Kit.

Year 2000 Planning

Office 2000 has several key year 2000-compliant features that you can use to help protect your Office 2000 desktops from potential year 2000 problems. Office 2000 uses 2029 as its default cutoff year, just as Office 97 does. Two-digit year entries between 30 and 99 are automatically put in the twentieth century, while two-digit year entries between 0 and 29 are automatically put in the twenty-first century. Office 2000 includes a customizable date cutoff so that users or organizations can change these settings. A life insurance adjuster who works with birth dates can lower the cutoff, while an analyst projecting long-term bond returns can raise the cutoff. 

Microsoft Excel includes several year 2000 compliance features:

· New date formats that display four digits for the year regardless of whether the user enters two digits or four digits.

· The application formats the dates to match the system short date. The system short date can be changed so that the year uses four digits. 

· There are additional Excel-based year 2000 tools on the Microsoft Office 2000 Resource Kit CD-ROM that search for and help fix two-digit year formats in existing files. You can deploy these tools with Office 2000.

Decisions

· Do you plan to institute a four-digit year format for the system short date? 

· Are you going to change the default date format so Excel always displays four digits for the year?

· Do you need to customize the cutoff year for two-digit year entry in Excel?

· Do you have users who have existing files with date-dependent information? 

If you answered "Yes" to any of these questions, you should plan for distributing these settings either prior to or with Office 2000. 

For more information, please see the Microsoft Office 2000 and the Year 2000 White Paper and Meeting the Year 2000 Challenge in the Microsoft Office 2000 Resource Kit.

For year 2000 information regarding Microsoft products see http://www.microsoft.com/year2000 or contact your local subsidiary.

Macro Protection

Several features in Office 2000 help protect against macro viruses. The Office 2000 applications now allow virus protection software to scan files between the time the user has chosen to open the file and the time when the file is actually open in the Office application. Check whether your virus protection software offers this feature or if it will be offered in a future version. To further protect your organization you can set the security level for users to one of three levels: High security, which requires that macros are from a trusted source; Medium security, which prompts the user to disable macros; and Low security, which performs no macro checking at all. The default setting in Word is High, while Excel and the PowerPoint presentation graphics program are set to Medium. A trusted source is a macro that is digitally signed or has a certificate that would be managed by Internet Explorer. Organizations can deploy Office with a pre-defined list of trusted sources.

Decisions

· Does your environment require the highest security for macro protection or are users allowed to share macros easily with each other? You may want to change the default settings based on your environment or on the specific application.

· Is there a list of known trusted sources that you can deploy with Office 2000? If yes, include this information in your configuration documentation.

· Are you using Internet Explorer or Certificate Manager to currently manage certificates? If not, are you planning to do so? 

· Does your current virus protection software make use of the new virus-checking capability in Office 2000? If there is a new version of your virus protection software that can make use of this capability, are you planning to upgrade?

For more information, please see Managing Security in the Microsoft Office 2000 Resource Kit.

Customizable Help

By using the Answer Wizard Builder from The Microsoft Office 2000 Resource Kit, you can customize the Office 2000 Answer Wizard so that users can perform natural language queries on existing help topics, custom help topics, and live Web site information. This is useful not only for custom solutions created in Office 2000, but also for allowing users to ask questions with terminology that is familiar to them, such as legal or accounting terms. You may even decide to create a help topic on internal helpdesk phone numbers or intranet sources or on your organization's file coexistence strategy. With a coexistence help topic, users asking for information on how to share files with users of different versions of Office would get your recommendations rather than content on all of the possibilities. 

Decisions

· Does your Helpdesk already have documentation on common end-user Helpdesk issues? 

· If yes, would it be fairly easy to move this content to HTML format so it could be distributed as additional Help with Office 2000?

· Are your in-house Office developers aware of this capability? You may want them to make use of this functionality when deploying Office 2000 custom solutions.

For more information, please see Helping Users Help Themselves in the Microsoft Office 2000 Resource Kit.

Customizable Alerts

Several alert dialog boxes in Office 2000 allow users to go to the Microsoft Office Web site for assistance on specific issues. By customizing the Web Help button in these dialog boxes, you can direct your users to internal information instead. For example, if users are trying to print Word documents and the printer is offline they will probably get a generic error message saying the printer is unavailable. If, however, you have customized the alert to go to a Web page on the intranet that gives current printer status or at least lists other potential printers, the users can solve the problem without calling the Helpdesk.

Decisions

· Does your Helpdesk already have an intranet site with additional help for users? If yes, take advantage of that site by using customizable alerts.

· Is there traditional media documentation that can easily be converted to Web content with Word 2000?

· Are there any plans to create an intranet site with help for users in the next six months? If yes, consider creating a home page with content on your plans, and deploying Office 2000 with the ability to point to this site.

For more information, please see Helping Users Help Themselves in the Microsoft Office 2000 Resource Kit. 

System Policies/Desktop Lockdown

System policies are a feature of Windows 95/98 and Windows NT Workstation that allow the administrator to set and enforce policies on a local computer. Use system policies to disable features in Windows that can be misused, such as the ability to change the desktop or use the Control Panel, or to create custom settings without having to touch the desktop. In the case of Office 2000, system policies are very useful in implementing file coexistence strategies, implementing customizable help and alerts, enforcing macro-macro virus and year 2000 settings, and creating custom settings such as template and file locations.

Decisions

· Does your organization make use of system policies? If yes, then you'll want to look at the Office 2000 templates and determine which settings you will want to set for end users and the organization.

· Does your organization have a coexistence, security (macro virus), or year 2000 plan that you want to enforce? If yes, then system policies are the most reliable way of doing so.

For more information, please see the Office 2000 Deployment and Maintenance White Paper and Ongoing Configuration of Office on Users' Computers in the Microsoft Office 2000 Resource Kit.

Roaming Users

Roaming users are those who travel between computers. Both Windows 95/98 and Windows NT Workstation 4.0 have features that allow users to "roam" their user profiles to different computers. All custom Office 2000 user settings—and the Office 2000 software itself—roam if implemented correctly. 

Decisions

· Do you have users who roam from one computer to another and need their custom settings to follow them?

· Do roaming users use a finite number of computers that all have the same software, or is it possible that they will roam to a computer that may not have Office 2000? If the computers will all have the same software, then install Office 2000 to computers running Windows NT Workstation as the administrator on a per-machine basis. If users need to roam to a computer that may not have the same software, then give the users elevated privileges and install the software on a per-user basis. Also, make sure Active Desktop is on all computers that users might access on a roaming basis, such as guest or lab computers.

For more information, please see the Office 2000 Deployment and Maintenance White Paper and Supporting Users Who Travel Between Computers in the Microsoft Office 2000 Resource Kit.

Office 2000 Custom Solutions Development

Microsoft Office is not just a great set of end-user productivity applications—it is a rich development environment. The architectural flexibility of Office is made possible by a rich set of interfaces and events based on the industry standard COM (Component Object Model) specification, which allows enterprises and developers to reuse and build upon Office services. You can use Office 2000 to create custom solutions in the areas of publishing (both Web and traditional print), data access and reporting, business intelligence, collaboration, and data analysis and tracking.

Using the tools your users have already learned, you can create solutions that either greatly simplify the work your users are doing today or make it possible for them to do something they've never been able to do before. Deploying a custom Microsoft Office solution with Office 2000 is not just a great way of optimizing your investment in Office—you can generate user enthusiasm and excitement for this deployment, and overcome the end users' aversion to change.

Decisions

· Are there any solutions that you can deploy with Office 2000? If yes, make sure the appropriate Office functionality is being deployed as well. Deploying the solution with Office can save on implementation costs.

· Do you want to proactively educate business units on the development capabilities of Office 2000? If yes, build this into your rollout schedule.

For more information, please see the Office Developer Web site at http://www.microsoft.com/officedev. 

Office Server Extensions

Office Server Extensions (OSE) make it easy for Office 2000 customers to use their existing Web technology to turn their intranet into a collaborative workspace that makes it easy for people to work together. Office publishing provides effortless publishing of documents to the Web that is as easy as saving files to a file server. With Web discussions, users can share ideas within the context of a document, providing comments without editing or changing the original document. Finally, with the support of key Web technologies users can easily view, search, and retrieve documents stored on Web servers. 

The Office Server Extensions run on a server running Windows NT Server 4.0 with SP4 and its built-in Web server, Microsoft Internet Information Server (IIS) 3.0 or higher, or on Windows NT Workstation 4.0 with Personal Web Server. OSE takes advantage of the security provided by the Windows NT domain. In addition, the Internet Explorer 5 Web browser provides excellent support for these publishing and collaborative features. Other technologies that participate in these features include an SMTP mail server, such as Microsoft Exchange, and a Microsoft SQL Server™‑compatible database that is provided with the OSE.

Decisions

Do users frequently create content such as documents, spreadsheets, or presentations and then need to review that content with team members?

· Do users need an easy way to stay up-to-date with Web content, while being aware of both changes and the most recent version of frequently updated content that is frequently updated?

· Do users create and publish two versions of their content—one for print publication and one for the Web?

· Are any of these users on different operating system platforms?

· Do you have a server running Windows NT Server with SP4 and IIS 4.0 on which you can run the Office Server Extensions?

If you answered "Yes" to any of these questions, OSE provide the features that enable these scenarios.

For more information, please see the Office Server Extensions White Paper, the Workgroup Web White Paper, and Using Office Server Extensions in the Microsoft Office 2000 Resource Kit. 

Staged Deployment of Office

You may need to deploy Office in stages, for instance Outlook before the rest of Office, or the English version to international users before the Multilanguage Pack because it isn't available yet. If you do, you need to be very careful in your configuration and testing, and test all stages before you deploy the first stage. It is possible that you may unintentionally overwrite custom settings. 

If you know you are planning to deploy Office 2000 in stages, you may want to use a combination of the individual application setup with the Office 2000 setup later. For example, if you are deploying Outlook first and then the rest of Office 2000 later, use the individual application setup for Outlook. When you are ready to deploy the rest of Office, use the Office 2000 setup, but don’t install Outlook or any Outlook settings.

There’s also the case where you may not have installed an application to a user or group of users, only to find out later that they need it. A new tool in the Microsoft Office 2000 Resource Kit will be available in summer of 1999, called the Custom Maintenance Wizard. With this tool, you can edit the Windows Installer database on the local computer to change the installation state of any given feature. Once you’ve made your changes, it looks like they were all installed at the same time, making it easier for users to add or remove additional components.

For more information, please see the Microsoft Office 2000 Resource Kit.

Removing Previous Versions of Office

Office 2000 setup will remove previous versions of Office after Office 2000 has successfully installed. The default is to remove this software in a safe manner and not remove any components that might still be in use by other software. You can, however, customize the removal process. You can also run the Office Removal Wizard in stand-alone mode if you need to remove previous versions before installing Office 2000 in order to free up needed hard drive space. If you do this, however, you will lose the ability to rollback to the previous version if the Office 2000 installation is not successful. 

For more information, please see Removal Wizard in the Microsoft Office 2000 Resource Kit.

Third-Party Software Updates

List any new third-party software that is integrated with Microsoft Office that needs updating in order to interoperate properly with Office 2000. Detail any and all configuration issues and plans. 

Other Standard Software

If the implementation includes deploying new computers rather than upgrading existing computers, be sure to include all software that is required on the computer and detail the configuration.

Browser Upgrade Plan

What is the browser upgrade plan? Specify the configuration, including the use of the Internet Explorer Administration Kit (IEAK), and its possible effect on other systems such as Web administration, custom Web solutions, and interoperability with Office 2000. This plan should include, at a minimum:

· Automatic browser configuration options

· Browser security settings

· Internet Mail and News options

· Active Desktop configuration

Messaging Platform Considerations

What is the existing messaging infrastructure? How does it impact the desktop, and what are the existing client policies? Further, who supports messaging, and how will the Office 2000 deployment team communicate and work with the messaging group?

· Does your current messaging infrastructure support Microsoft Outlook as a client?

· Who needs to be involved in deploying the Microsoft Outlook messaging and collaboration client with Office 2000?

· How would the logistics work?

· Is there a need to create new profiles for users, or will most users be migrating their existing Outlook profiles? You cannot do both.

In most large organizations, separate groups manage the desktop applications and the messaging system, so this effort may take more coordination or may cause your deployment to be phased. For example, Outlook may be deployed at a different time to coincide with a messaging server upgrade.

Distribution Infrastructure Considerations

Detail any changes on the end-user desktop to support the distribution of Office 2000, including installing client-side software distribution software.

Database Architecture

Outline any anticipated issues related to using back-end databases, such as the need for ODBC drivers, restoring connections, or features to install with Office 2000.

New Configuration Build Process

Appendix B contains a worksheet for configuring your Office 2000 clients, as well as distribution or solution servers. Create a new worksheet for each rollout unit (department, business unit, etc.) When these worksheets are complete, you should be able to use them in your deployment lab and in the rollout itself. Add rows where necessary to complete your configuration.

Office Profile Wizard

Document the steps for creating the custom user settings and then using the Office Profile Wizard to capture those settings. List each setting separately and the user interface option for creating that setting so it can be checked after installation. 

Additional Registry Settings

Document here any additional registry settings to be deployed with Office 2000 that cannot be created with the Office Profile Wizard. One example is the system short date for year 2000 compliance. The recommended method for creating these settings is to use the user interface to create the setting on a test computer and then export the necessary key(s) to a *.reg file. You can then import these keys with the Custom Installation Wizard.

Office Removal Wizard

Document any changes to the OPC file, which is used to customize how the Office Removal Wizard removes previous versions of Microsoft Office. The default method for removal is a very safe one that preserves compatibility but does leave a lot of old software installed. 

Custom Installation Wizard

Document the steps for using the Custom Installation Wizard to create each custom build of Office for your organization. Include the user community each custom build is for, the transform file name (*.MST) and location, and the associated *.OPS file.

IEAK Customization Wizard

Document the steps here for using the IEAK Customization Wizard from the Custom Installation Wizard to customize Internet Explorer 5 for your environment. Use the tables in Appendix C to document all settings.

Language Settings Tool

This tool, available in the Microsoft Office 2000 Resource Kit, is used to configure the default language when coupling the MultiLanguage Pack with the English (U.S.) version of Office 2000. Use the language settings tool when you are customizing language versions for use around the world.

Customization Process Flow Chart

This is a sample flow chart for the customization process. You may not use all steps included here, or it may be best to change the order in your environment, or you may even need to add steps.
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Distribution Plan

Once new software is accepted, how will you distribute it to the end users? This section concentrates specifically on the technologies and methodologies available for distributing software to the desktop. Many organizations use multiple methods, depending on hardware, the operating system in use, geography, and connectivity.
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An automated system, such as Microsoft Systems Management Server, can lower significantly your cost of deployment compared to having a technician visit each desktop. The more automated your systems, however, the more planning and testing you must do to ensure a successful deployment. Listed below are the most common methodologies in practice today for distributing software, with the methods with the lowest distribution cost listed first.

· If you are upgrading your hardware, have your vendor deliver the computers exactly to your specifications, including all Office 2000 configuration settings. Variations on this methodology include having a build lab on the premises where computers are swapped in and built and then swapped back out to end users. If you are building these computers yourself, educate yourself thoroughly on tools that can help with that process such as SYSPREP for Windows NT Workstation or third-party tools for creating disk images.

· Use existing software distribution tools, such as Microsoft Systems Management Server, to deploy Microsoft Office. 

· Implement new software distribution tools to deploy Microsoft Office. Although the cost of implementing software distribution tools may be high, using them to deploy Office to a large number of desktops could recoup the costs. This will complicate the implementation, so you should stage your changes to minimize problems and better track down their causes.

· Use logon scripts to trigger an automated installation of Microsoft Office.

· Distribute specially built CD-ROMs to remote users or laptop users.

· Use technicians to visit each desktop.

There are other methods as well, such as e-mailing shortcuts that will trigger an automated installation, Internet downloads, or intranet downloads; however, understand and plan for the risks associated with using methods that cannot be enforced.

· Do you want users to be able to interact with setup? If not, then use the tools provided in the Microsoft Office 2000 Resource Kit to customize and automate setup, making it silent. If so, you may still want to customize certain settings or disable specific options while allowing the user to run setup interactively.

· Is there a system in place for distributing software? If not, would it delay deployment too much to put a system in place?

· If there isn't a system in place, is there a plan for one soon? Again, how does this affect the overall costs and plan for Office 2000 deployment?

· Are there computers in the organization that cannot be reached with that system (for example, laptops, remote users, or home computers)? If yes, then develop plans and methodologies for upgrading these computers as well.

Office 2000 Server Setup

List the servers and shares that will house the administrative installations of Office 2000, the local edition of Office 2000 (Standard, Professional, Developer, Premium), any customization files (*.OPS and *.MST) that should be contained there, and user group and drive mappings associated with those shares.

MultiLanguage Pack Server Setup

List the servers and shares that will house the administrative installations of the Office 2000 MultiLanguage Pack, the edition of MultiLanguage Pack and associated languages installed there, any customization files (*.OPS and *.MST) that should be contained there, and user group and drive mappings associated with those shares.

Distribution Package Configurations

If using a software distribution system, detail all steps necessary to create the installation packages. The basic steps for distributing software to clients by using a Microsoft Systems Management Server Package Definition File are:

· Create the package source directory 

· Use the Create Package from Definition Wizard to create a package for the application 

· Specify distribution servers for the package 

· Specify access accounts for the package 

· Advertise one or more of the package's programs to clients

The following steps give an overview of how Systems Management Server can be used to distribute packages and deploy Office 2000:

1. Distribute the Office 2000 files to a server that has been designed to service a set of users.

2. Customize installations by creating .MST files using the Custom Installation Wizard in the Microsoft Office 2000 Resource Kit.

3. In the Systems Management Server Administration program, create a package using the Office 2000 .PDF file. See the Systems Management Server Administrator’s Guide for more information on package creation.

4. Instruct Systems Management Server to distribute the package to selected end-user computers.

5. Systems Management Server will pick up all the files from the specified installation point and copy them to one or more Systems Management Server distribution servers that service the selected users.

6. When users run the package on their computers, Systems Management Server runs Setup from the copy of Office residing on the distribution server. All the main and shared Office 2000 components are accessed from this server.

For more information, please see the Deploying Microsoft Office 2000 with Systems Management Server White Paper or Deploying Office with Systems Management Server in the Microsoft Office 2000 Resource Kit.

Build-Process Flow Chart

The following is a sample build-process flow chart for a client computer. This example involves a department that is moving to Office 2000 from Office 95 running on Windows NT Workstation 4.0. Microsoft Systems Management Server is the software distribution tool. The following diagram illustrates the processes that need to be followed to complete implementation on each workstation. Since Systems Management Server (SMS) has elevated privileges, the administrator does not need to log on.
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Configuration and Distribution Plan Review

Use this space to review any outstanding issues or lessons learned about the configuration and distribution plan.

Issues

Successes

Failures

Lessons Learned

Proof of Concept 
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The goal of the Proof of Concept (POC) phase is to evaluate the implementation solution in a closed environment; however, unlike the test lab, this environment is designed to represent a mock-up of the real environment. The key items in this phase, which includes the installation, testing, and removal of the completed Office 2000 installation(s), can also be used as a showcase for final corporate approval. The POC enables further feedback and refinement on the process and may refer items back to any previous phase for additional work. Many organizations will use their IT group for the POC. If you do that, temper the findings based on how representative these users are of your general population.

Pilot
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The goal of the Pilot phase is to focus on production-environment proof of the entire implementation. The pilot group, which is a representative sample of the enterprise, follows the entire implementation process. This exercise validates all assumptions and development in a sample population. In addition, it provides an evaluation of the readiness of the team and support organization to properly deploy and support the new environment. The lessons learned here will validate the proposed solution and further refine the process.

Note Do not use your IT group as the pilot group. It is rarely representative of the general user. 

Implementation 

In this section, detail anything about the deployment process and the execution of the deployment plan that will be altered for the pilot. Otherwise, the implementation should follow the plan already documented. 

Testing Procedures

Use the Pilot Testing Checklist in Appendix D during your pilot. The deployment project plan should be used to perform the testing. As a result of the testing phase, the project plan should be updated to include the appropriate modifications.

Procedures

Use the Pilot Checklist in Appendix D to ensure that you've executed all pilot activities.

Pilot Review 

Issues

Successes

Failures

Lessons Learned

Risk Assessment
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The purpose of conducting a risk assessment is to increase the probability of a successful implementation by decreasing the degree of project risk. This analysis is conducted to quantify the elements of risk as they relate to the project, prioritize risks according to the magnitude of their impact on the implementation, and mitigate scenarios to alleviate priority risk items. The items listed below will help focus your project on areas that may pose risk.

Risk Assessment Checklist

Envisioning

· Are there conflicting or competing projects?

· What are the “real” deadlines?

· Do members of various sponsoring organizations have differing visions of project methods and outcomes?

· Are any other business or political considerations involved that might impact deployment? For example, other environment upgrades, a merger, etc.

Budget

· Has the budget been signed off at the appropriate customer level?

· What factors could cause cost overruns? How will overruns be handled?

Human Resources

· Are there an appropriate number of resources on the project? If not, identify:

· How this could impact deployment.

· A plan to obtain the necessary resources for those areas of the project that are lacking support, including timing.

· Are people with the appropriate technical skills available? If not, identify:

· Which areas of the project need additional technical skills.

· How to provide the necessary technical training or hire those with the desired technical skill, including Micosoft Solution Providers.

· Are the people involved in the project dedicated or part-time?

Technology

· Are new technologies being put in place other than Office 2000?

· What risks do these pose to the successful deployment of Office 2000? 

· How do you plan to mitigate or remedy those risks?

Risk Assessment Matrix

Express Impact and Probability as high, medium, or low.

	Impact


	Probability


	Risk Description and 
Date of Identification
	Mitigation Plan and 
Date of Formulation
	Risk Owner

	
	
	
	
	


Implementation
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Now it's time to implement your plan. This phase is transitional from the pilot phase with the additional parameters mitigated from the risk phase. The rollout schedule and the logistics plan should be completed prior to implementation. Tasks that should be detailed here include:

· Communicate with users

· Conduct user training

· Migrate files, templates, macros, and custom solutions

· Ensure support organization is prepared and in place

· Create the custom configurations

· Distribute the software

· Obtain user feedback

Use the Microsoft Project plan we have provided with this workbook to refine your rollout schedule and logistics plan (Microsoft Project available separately). You may also need to provide additional flow charts as part of your logistics plan.

Post Implementation Review 
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While creating this plan, be sure to include a review of how everything went. Include in this review future applications and /or development needs that may have been discovered during the implementation process. The process here should not only include a critical review of the overall process, team, and results, but should also focus on taking advantage of the new features that make Office 2000 an enterprise-class business tool. Once implementation has commenced, use this section for that formal review. Your plan should include a process for obtaining user feedback and should review all major areas of the plan:

· Communication

· Migration

· Software Distribution

· Coexistence

· Support

· Training

· Future Directions

Issues

Successes

Failures

Lessons Learned

Appendix A – Current versus Planned Configuration Worksheet

This appendix should be used in conjunction with the Current versus Planned Configuration section of this workbook. Filling out this Appendix is necessary only if you are changing hardware or the operating system as well as deploying Office 2000. By filling out these side-by-side tables, it will be easier to see what work needs to happen in your migration plan. Further, it will make it easier for any contractors or other third-party resources to participate in your plan. You will probably want to make a copy of this worksheet for each rollout unit (department, business unit, etc.).

Rollout Unit Name:

Hardware

	Item
	Current Configuration
	Planned Configuration
	Office 2000 Requirement

	Manufacturer
	
	
	

	Model
	
	
	

	Chip
	
	
	Pentium 75 (166 for PhotoDraw)

	RAM 
	
	
	For Windows 95/98: 16 MB for the OS, 4 MB each Office application (8 MB for Outlook, Access, or FrontPage; 16 MB for PhotoDraw)

For Windows NT Workstation: 32 MB for the OS, 4 MB each Office application (8 MB for Outlook, Access, or FrontPage; 16 MB for PhotoDraw)

	Hard Disk
	
	
	Office Standard:
189 MB (W,E,P,O)

Office Pro:
217 MB Disk 1 

(W,E,P,O,A)


174 MB Disk 2 (Pub, SB)

Office Premium:
252 MB Disk 1 

(W,E,P,O,A,F)


174 MB Disk 2 (Pub, SB)


100 MB Disk 3 

(PhotoDraw)

Office Developer:
Add 130 MB To Premium

W=Word, E=Excel, P=PowerPoint, O=Outlook, A=Access, Pub=Publisher, SB=Small Business Tools, F=FrontPage

	CD-ROM
	
	
	Yes, for non-network installations

	Network Card
	
	
	Yes, for network installations


Software

	Component
	Current Configuration
	Planned Configuration

	Operating System
	
	

	System Policy Implementation
	
	

	Desktop Suite
	
	

	Internet Browser
	
	

	Messaging
	
	

	Document Management Software
	
	

	Software Distribution Client
	
	

	Third-Party Applications Integrated with Desktop Suite
	
	

	Other Standard Applications
	
	

	Files (storage location, complexity, workgroup, etc)
	
	

	Templates
	
	

	Custom Solutions Built with Desktop Suite
	
	

	Connectivity 
	
	


Operating System

Detail the following for each deployment unit (department, business unit, etc.):

	Operating System
	Current (in percent)
	Planned (in percent)

	16-bit Windows
	
	

	Windows 95
	
	

	Windows 98
	
	

	Windows NT Workstation 3.5x
	
	

	Windows NT Workstation 4.0
	
	

	Windows Terminal Server
	
	

	Windows 2000
	
	

	(list other OS in use) 
	
	

	Total
	100%
	100%


Network Configuration

	Network Operating System
	

	Security
	

	Bandwidth Considerations
	

	User Connectivity
	

	Database Connectivity Requirements
	

	Geography
	

	Internet Server Software
	

	Internet Connectivity
	

	Distribution Software
	

	License Management Software
	


Appendix B – Rollout Unit Build Worksheet

Note: To print just the tables, select them, then choose Print from the File menu, and click on the Selection radio button in the Page Range section.

Rollout Unit Name: 

Client Computer Build

	Prime Contact:
	

	Rollout Dates:
	

	Component
	Configuration

	Client Hardware
	

	Manufacturer
	

	Model
	

	CPU
	

	RAM
	

	Hard Disk
	

	Network Card
	

	Other Peripherals
	

	Client Software
	

	Operating System
	

	Active Desktop?
	

	Network Client
	

	Software Distribution Client
	

	Office 2000
	

	Edition (Standard, Professional, Developer, Premium)
	

	Run from? (local, source, terminal server)
	

	Features
	

	Custom User Settings
	

	Additional Files
	

	Year 2000 Settings
	

	Macro Protection
	

	Customizable Help
	

	Office 2000 MultiLanguage Pack
	

	Browser
	

	Document Management Software Client
	

	Messaging Client and Profile
	

	Other Desktop Applications
	

	Custom Applications
	

	Templates
	

	User Profiles
	

	Type of Profiles (local, domain, roaming)
	

	Profile Location 
	

	Profile Settings
	

	System Policies
	

	Lockdown Policies
	

	User Data Storage Location
	

	User Template Location
	

	Workgroup Template Location
	

	Default File Format Settings
	

	Other Policy Settings
	

	Client Connectivity
	

	Network Settings
	

	Database Connectivity
	

	Intranet/Internet Connectivity
	

	OSE Connectivity
	


Office Profile Wizard

	Setting Name
	Setting Value

	Word: Tools, Options, File Locations, Document
	F:\My Documents

	
	


Office Removal Wizard

Detail customizations to the OPC file and command line changes here. You can also attach a copy of the OPC file to this document, but it is long. If you have a lot of changes to this file, edit it using RTF format or Word document format and use formatting, such as red text, to highlight your changes. Then save a copy to plain text format, which is the format the Removal Wizard requires.

Custom Installation Wizard

	Transform File Name:
	

	OPS File Name:
	

	Pane #
	Settings 

	2: Open the MSI file
	G:\apps\office2000\install.msi

	3: Open the MST file
	Do not open an existing MST file

	4: Select the MST file to save
	

	5: Specify default path and organization
	

	6: Remove previous versions
	

	7: Set feature installation states
	

	8: Customize default application settings
	

	9: Add files to the installation
	

	10: Add registry entries
	

	11: Add, modify, or remove shortcuts
	

	12: Identify additional servers
	

	13: Add installations and run programs
	

	14: Customize Outlook installation options
	

	15: Customize Internet Explorer 5 installation options (Note: You launch the IEAK customization wizard from here)
	

	15a: IEAK Settings
	

	16: Modify setup properties
	

	17: Save changes
	

	Final: document the command line here
	


Distribution Server Build

	Component
	Configuration

	Distribution Server Hardware
	

	Manufacturer
	

	Model
	

	CPU
	

	RAM
	

	Hard disk
	

	Other peripherals
	

	Distribution Server Software
	

	Operating System
	

	Distribution software
	

	Administrative installation of Office 2000
	

	Folder name for custom deployment files or files to be added to the installation
	

	Edition (Standard, Pro, Developer, Premium)
	

	List each MST and OPS file, its exact configuration, and its purpose (business unit, user type)
	

	Mapping of each administration installation to user groups (include server name, drive mapping, user group names, geographic locations, etc.)
	


MultiLanguage Pack Distribution Server Build

	Setting Name
	Setting Value

	Server Name
	

	Share Name
	

	Geographic Location
	

	Pertinent Networking Topography Information
	

	User Groups
	

	Drive Mapping
	

	Transform Files
	

	Office Profile Wizard Files
	

	Other Additional Files
	


Office Server Extensions Server Build

	Component
	Configuration

	OSE Server Hardware
	

	Manufacturer
	

	Model
	

	CPU
	

	RAM
	

	Hard Disk
	

	Other Peripherals
	

	OSE Server Software
	

	Windows NT Server 4.0 with SP4
	

	Internet Information Server 3.0 (or higher)
	

	OSE
	

	Collaboration
	

	Enable Discussions?
	

	Database Name
	

	MDSE or SQL Server?
	

	Enable Automatic Deletion?
	

	Enable Discussions on Remote Servers?
	

	Subscription and Notification
	

	Enable?
	

	SMTP Server Name
	

	From and Reply-To E-mail Names
	

	Notification E-mail Timing
	

	Security
	

	Method (basic, NTLM, both)
	

	Group Membership (administrators, authors, collaborators, browsers)
	


Appendix C – IEAK Customization

The following checklist can be used to gather the necessary information in advance of using the IEAK 5. An asterisk (*) denotes required information. 

Important Decisions

* Company Name:



* Product Keycode:



* Platform:

( Windows 9x/Windows NT
( Windows 3.x
( UNIX

* Type of Distribution:
( Download
( CD-ROM
( Flat (LAN)
( Multiple Floppy

* User Interaction:
( Interactive
( Hands-Free
( Silent

To add additional third-party components or programs to the Internet Explorer package, fill out the Custom Component section at the end of the checklist.

Titlebar Customizations

Information is used to customize installation screens and how the browser is presented to users. 
( CD Autorun Screen Titlebar Text:








( Setup Wizard Titlebar Text:








( Browser Titlebar Text:









(i.e., Microsoft Internet Explorer provided by “ACME”)

Files to Collect

Information will be used to customize users’ desktops but is not necessary to complete a deployment. This feature is primarily for Internet Service Providers (ISPs) who want to extend custom branding to Internet Explorer 5.
( Setup Wizard Top Banner (496 96 pixels)
( Setup Wizard Left Bitmap (162 312 pixels) 

( Browser Toolbar Background Bitmap

( Large Animated Browser Logo (38 38 pixels)

( Small Animated Browser Logo (22 22 pixels)
( Large Static Browser Logo (38 38 pixels)

( Small Static Browser Logo (22 22 pixels)

( CD Autorun Bitmap Path (540 347 pixels)

( CD Autorun “More Information” Text File

( CD Autorun Kiosk Mode Startup HTML File
URLs to Collect

These URLs will become part of a user’s desktop.
Home Page URL:








Search Pane URL:








On-Line Support Page URL:








Favorite URLs:

(1)






(Up to 200)


(2)










(3)






Product Update Page:






Custom Welcome Page:







Automatic Connection

Pre-configuring dial-up settings will help users connect more easily.
Name of Dial-Up Entry:







Phone Number








Use Proxy Server? 

( Yes

( No

If Yes, Proxy Settings:
Address:



 Port:



Outlook Express

Incoming Mail Server Address:






Outgoing Mail Server Address:







News Server Address:








Infopane: (URL or Local File)


URL Path:









Local File HTML Path:








Local File Image Path:







Custom HTML Welcome Message:


HTML Path:









Sender Address:









Reply-To Address:







LDAP Address Server

Service Name:








Server Name:









Service Web Site:








Search Base:


c=




 

Service Bitmap Path:








Digital Signatures

Certification Authorities (CAs) issue digital certificates verifying the electronic identity of individuals and organizations. If the administrator has a publisher certificate from one of the CAs, the customer package can be automatically signed.
Company Name on Certificate:









Software Publishing Certificates (.spc) File:








Private Key (.pvk) File:










Description Text:











More Information URL:










Certificate Customization

Administrators can add a root certificate to their customized IEAK package by typing the URL into the new root certificate path box. This provides a level of trust that certificates lower in the hierarchy can inherit. Each certificate is inspected for a parent certificate until it reaches the root certificate.
New Root Certificate Path:









Channels

Administrators can customize the Channels in their package. Fill out the following items for each desired channel:
Channel Title:












Channel Definition File on Web Server URL:







Channel Definition File Path:










Narrow Channel Image Path:









Channel Icon Path:











User Agent String

Some companies track site statistics, such as how many times their content is accessed and by which types of Web browsers. User Agent Strings help identify the browser type.
User Agent String:










Custom Components

Up to 10 custom components can be added, which customers may install along with Microsoft Internet Explorer and the other Microsoft components selected by the administrator. These components may be provided in the form of a compressed cabinet (.cab) file or a self-extracting executable (.exe). If a .cab file is specified, the command to run must also be specified.
Component:









Location:









Command:









Parameter:









Uninstall Key:









GUID:










Version:









*Web Distribution

Download Site Name (e.g., Primary Download Site):





Download Site URL (e.g., http://www.acmecorp.com/ie5):




Site Region (e.g., North America):









Local Path for Download Files (e.g., c:\wwwroot\ie5):






Appendix D – Pilot Checklists

Rollout Unit Name:

Pilot Testing Checklist

Check off the applicable activities. Insert additional items that apply to your project. 

	Activity
	(

	Compile baselines
	

	Hardware configuration
	

	Server
	

	Client
	

	Legacy systems
	

	Data population
	

	Formulate database procedures
	

	Backup 
	

	Recovery
	

	Implement test procedures
	

	General testing issues:
	

	· Installation group
	

	· User help desk
	

	· Incident tracking processes
	

	· Incident escalation
	

	Unit test procedures:
	

	· Procedures for communicating problems or errors to design group for corrective action
	

	· Monitoring unit testing
	

	· Documenting unit test results
	

	· Changing the application suite models' configurations during unit testing procedures
	

	· Using a time-unit testing schedule to cover any delays due to the continuous changes required
	

	Integration test procedures:
	

	· Procedures for communicating problems or errors to design, and testing teams for corrective action
	

	· Monitoring integration testing
	

	· Documenting integration test results
	


Pilot Checklist

Check off the applicable activities. Insert additional items that apply to your project. 

	Activity
	(

	Defining pilot scope and objectives
	

	Selecting the pilot site 
	

	Designing the pilot site (location)
	

	Identifying pilot requirements
	

	Selecting pilot participants
	

	Taking inventory of participants’ environment
	

	Identifying customer support and feedback mechanisms
	

	Creating the pilot schedule
	

	Writing the deployment user- communications plan
	


Appendix E – Implementation Checklist

Use this table to create a checklist for technicians who will be installing the software or building new computers.

	Activity
	Complete

	
	(

	
	

	
	


Include instructions here for any contingencies that technicians need to know about, such as not having enough hard drive space.

The information contained in this document represents the current view of Microsoft Corporation on the issues discussed as of the date of publication. Due to the nature of ongoing development work and because Microsoft must respond to changing market conditions, it should not be interpreted to be a commitment on the part of Microsoft, and Microsoft cannot guarantee the accuracy of any information presented after the date of publication.

This document is for informational purposes only. MICROSOFT MAKES NO WARRANTIES, EXPRESS OR IMPLIED, IN THIS DOCUMENT.

Screenshots, sample data, and companies used herein are fictitious unless otherwise stated.

© 1999 Microsoft Corporation. All rights reserved.

Microsoft, Active Desktop, ActiveX, FrontPage, the Office logo, Outlook, PhotoDraw, PowerPoint, Visual Basic, Windows, and Windows NT are either registered trademarks or trademarks of Microsoft Corporation in the United States and/or other countries.

Other product or company names herein may be the trademarks of their respective owners.








































� Mandatory information only if distributing Internet Explorer 5 over an intranet.
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