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Sample Microsoft Office 2000 Deployment Plan 
Enterprise Planning Workbook 

Published: July 1999

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

Introduction

The purpose of the Enterprise 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. 

· This completed Sample Plan, which was created for a fictitious, large financial institution deploying 1,500 desktops of Office 2000. Compare this to the Enterprise Planning 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. 

All of these tools are 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 Microsoft Office 2000. 

Our goal in providing this sample plan is to demonstrate how another organization made decisions about implementation in their environment and the steps they took to implement those decisions, thereby helping you reduce the amount of time you spend educating yourself and creating a plan. When you have completed the workbook, you will have a 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 the Enterprise Planning Workbook 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 this completed sample plan, our intent is for you to use the Enterprise Planning Workbook file as a template, simply replacing the advisory text with your actual plans. Based on the environment of the sample organization, some sections of the Planning Workbook are missing and others are added.

Executive Summary
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The Capitol Markets Group (CMG) is planning an aggressively paced upgrade to Office 2000 Professional from Office 95. CMG aims to complete the upgrade of all desktops prior to a scheduled freeze of desktops later this summer due to Year 2000 issues. The CMG/Technology group, which is the technical support department within CMG, will handle all aspects of deployment, including installation, so users are unaffected and experience no down time. The main business drivers for deployment include Year 2000 preparation, future use of Office Server Extensions solutions, and compatibility with the rest of the financial institution, which is using Office 97. Below is a Gantt chart created with the Microsoft Project Deployment Planning Template that shows how long it will take to complete each part of the Office 2000 deployment. 
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Scope

The scope of this project is to deploy Office 2000 Professional to all U.S. employees of the Capitol Markets Group by September 1999 before the Year 2000 desktop freeze takes effect. The CMG/Technology group will distribute the software, plan for upgrading line-of-business solutions, and ensure that the help desk is prepared to support the deployment in a manner that does not interrupt normal business for users. Due to the speed of this deployment, other elements of Office 2000, such as PhotoDraw™ business graphics software, the FrontPage® Web site creation and management tool, and the Office Server Extensions, will be deployed after Office 2000 Professional on an as-needed basis.

Vision

The Technology group for Capitol Markets is responsible for supporting desktop computing in a manner that does not interrupt business. CMG/Technology will handle all aspects of this deployment, including installing the software and creating any necessary user settings. Having Office 2000 will allow users to share files more easily with the rest of the company, which uses Office 97, and with users outside of the company. In addition, Capitol Markets will be positioned to take advantage of new Office functionality to create interesting, new line-of-business and collaboration solutions, using Office Server Extensions.
Business Model

The organization is a financial services company, serving institutional investors. This financial institution is large and competes based on the level of service it provides to its customers. The objective of the Capitol Markets Group is to be a provider of innovative, market-specific products to borrowers, issuers, investors, and investment managers. The Capitol Markets Group is responsible for managing the company's balance sheet and for developing customer relationships by delivering products and services to institutional investors. These products and services span the investment spectrum from market research and advisory services to trade execution and reporting services. The Capitol Markets area consists of eight divisions and five support units. Currently, the CMG staff comprises 1,500 employees located throughout 15 global sites. 

Business Drivers for Deployment

Capitol Markets Group had upgraded to Office 95 shortly before Office 97 was released. The rest of the company then upgraded to Office 97. Since then, CMG has had difficulty exchanging documents with others in the company. Additionally, there has been pressure from end users, particularly Microsoft Excel users, for new functionality. Other business drivers for deployment include the Year 2000 features that help with Year 2000 compliance, and future use of the collaborative features of Office Server Extensions to assist in co-authoring documents with users in different locations. 

Top-line Organizational Profile

Within CMG, there are several business units, each with unique needs. 
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IT Organizational Profile

A central IT organization in a separate location provides services to the company. Some business units, such as Capitol Markets Group, have their own technology organizations as well. CMG/Technology, the group responsible for this deployment, reports to the business unit and has a dotted-line relationship to central IT. Central IT controls mainframe-based applications, the backbone, firewall, Internet site, and e‑mail integration across business units. As an informal description, CMG/Technology owns everything up to the plug in the wall and central IT owns the rest. 
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CMG/Technology Business Model

CMG/Technology supports CMG’s desktops, network, messaging, and line‑of‑business solutions. CMG/Technology enforces control over what is purchased and supported within Capitol Markets since its support organization is strong. Business units can only make their own technology decisions when those decisions don't affect anyone else and don’t require support. The budget for technology comes from the Technology group, and is not billed back to each group within CMG. 

The level of support is very high. End User Support Services (EUSS) is a full-service group, with 24 x 7 support. Continuous operation with no business interruption is the goal, and technology is generally viewed as a competitive advantage. In general, use of third parties to provide services is currently very low, depending on the initiative. Most use of the third-party services is in Development.

Budget

Since new computers or systems will not be deployed with Office 2000, the budget is relatively small. In addition, special training to upgrade to Office 2000 is not needed for end users, but they will have access to self-learning materials. The budget items that will affect CMG are overtime for after-hours and weekend installations, third-party assistance in migrating line‑of‑business solutions, and a few hard disk upgrades for some of the older laptops.
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Budget Item

Projected Budget

Actual Spent

Hardware

Laptop hard disk upgrades

12,500

$                 

 

Support

Overstaffing the help desk

20,000

$                 

 

Migrating files, macros, templates

Remediation

-

$                       

 

Consulting

15,000

$                 

 

Training

End-user training materials (CBTs, books)

2,500

$                   

 

Implementation

Overtime for after-hours distribution

30,000

$                 

 

Total

80,000

$                 

 

Deployment Costs Per User

53

$                        

 


Timing

Following is a schedule with major milestones for the first group being deployed, Global Securities Lending (GSL). Following that is a schedule for deploying the remaining groups. They will follow a similar schedule.

	Task
	Date

	Needs Assessment
	March 8, 1999

	Determine Configuration
	March 8

	Proof of Concept
	March 17 

	Create Configuration
	April 1

	Test Configuration
	April 5

	Test Coexistence
	Throughout

	Pilot
	April 15

	Support Desk Training
	April 15

	Pilot
	April 22

	Rollout
	May 23


Rollout Dates for Remaining Groups

	Group
	Date

	Executive Management
	With each group they sit in.

	Global Cash Management
	July 16

	Comptrollers
	July 25

	Investment Banking
	August 6

	Securities Trading
	August 13

	Funds Management
	August 20

	Global Treasury
	August 27

	Global Trade Banking
	TBD

	Technology
	Last

	Operations
	TBD

	Marketing
	TBD

	Legal
	TBD


Current versus Planned Environment

Desktop Architecture

The current desktop architecture supports Office 2000. The standard hardware is a Compaq Deskpro 4000 with a Pentium/166 chip, 32 MB of RAM, and a 6–10 GB hard drive. Operating systems in use include Windows® 95, Windows 98, and Windows NT® Workstation 4.0 with SP3 or SP4. Approximately 70 percent of the computers have the Windows 95 or Windows 98 operating system, and 30 percent have the Windows NT Workstation operating system. A few laptop hard disks need upgrading, as they are too small.

Networking Configuration


[image: image6.wmf]Scope

 

Current v. 

Planned

 

 Migration

 

Plan

 

Office

 

Config

 

Proof of

 

 Concept

 

Pilot

 

Risk

 

   Implemen

-

 

tation

 

Review

 


CMG has 1000 users locally and about 1500 worldwide. The network operating system is Novell Netware 4.11 for file and print services. Currently there are three different logon scripts in use, and approximately 500 users per server. While the network is not being upgraded during this timeframe, the current available bandwidth is limited. Therefore, all installations will be done during off-peak hours, such as in the evening or on the weekend, and Installed on First Use will not be used. The network will not support running applications from the servers, so all software will be installed locally.

Messaging Infrastructure

The existing messaging infrastructure in CMG is Lotus Notes Mail. A client upgrade to version 4.6 is being added to the Office 2000 setup for a single process deployment. The Microsoft Outlook® messaging and collaboration client will not be deployed with Office Professional.

Migration Plan

Resources

Project Team/Roles

Almost all of the resources for this project come from EUSS within CMG/Technology.

	Role
	Responsibility

	Technical Site Manager
	Owns the project from the line-of-business perspective. Is responsible for budget, communication between project management and users, and final decisions. Drives the project and sets priorities. Ensures that the end users’ needs are met; establishes departmental profiles, etc.  Responsible for Marketing and Customer Relations.

	Project Managers
	Manage the project; set milestones; monitor the overall project status and issues.  Own the overall plan and Project plan. Monitor financial aspects.  Responsible for Operations Development.

	The following program managers report to the Technical Site Manager:

	Desktop Administration/ End User Technical Support
	Help desk personnel. Provides technical support for the questions and problems of users of the Office 2000 suite.  Maintains, operates, and repairs Office 2000 configurations. Owns all support aspects of this plan.

	End User Support
	Distributes the software completely for end users.

	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 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 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.

	Technical Consulting 
	Assists with Office 2000 configuration and deployment.


Additional IT Personnel

There will be very few additional resources required for this project.

	Name and Title
	Responsibility
	Employee / Consultant / Contractor
	Duration

	Consultant 
	Assist with Office 2000 configuration and deployment. 
	Consultant
	Feb – Aug


Equipment

The only new equipment needed is new hard drives for a few of the older laptop computers.

Needs Assessment

For needs assessment, Technology will work with each department during their existing weekly meeting. Each department is responsible for creating a group of representative users from which to gain information. 

File Conversion

Since CMG is moving from Office 95, and because Office 2000 handles those formats very well, there will be no effort at centralized file conversion. Users can choose to save their files in the newer format as they use them. Any files with macros or modules are treated as custom solutions, covered below, rather than as data files. 

The legal department still has some need to convert WordPerfect format files. While there will not be any effort at batch conversion, they will be supplied with WordPerfect converters.

Template and Macro Conversion

Four very simple templates for Word have been upgraded to Office 2000 format. Based on the needs assessment done thus far, most macros are fairly simple and were recorded by the end user. Power users with the most macros were targeted early, and their macros were tested prior to deployment. Most of the more complex macros are Excel macros and seem to be working fine. These power users have had a version of Office 2000 installed on their computer since Beta 2 and are testing these macros themselves. Almost all macros are running without any problems.

Custom Solution Conversion

Third-party developers have created most of the custom solutions in use at CMG involving Microsoft Office. Power users within each department are testing the solutions; the original developer is handling those that need re development.

Coexistence Plan

There is very little need for a coexistence plan. The rest of the financial institution is using Office 97, which is compatible with Office 2000, and the CMG upgrade will progress very quickly, by department. Although users have been sharing files of different versions of Office for the last two years and are accustomed to the process, a one-page cheat sheet with file-sharing options will be provided.

Support Plan

The support organization is both deploying and supporting Office 2000. End User Support Services (EUSS) handles first-level support calls in the call center. In addition, there are support managers that are responsible for the individual departments. These managers are very familiar with the user needs in their departments and are responsible for determining and creating the custom installation for that department. (This involvement of the support managers will make also make it easier for them to support installation issues after deployment.)

The steady-state goal is that EUSS calls are answered by the call center and resolved within 10 minutes or escalated to a level-two technician. The level-two technicians work for the support managers in the department and are familiar with those users. The goal is for a level-two technician is to solve an issue within 20 minutes. Users are sent to Stream for calls concerning desktop-application usage that take more than 10 minutes to resolve.

Support technicians will learn about Office 2000 through attending a few informational sessions and by using the software themselves well in advance of end users. Technicians will support the pilots as well.

On the Friday before the first deployment, the technicians assisting in the rollout will attend a meeting where they watch the supervisor step through the entire installation process.

On the first business day after deployment, the help desk will be overstaffed so that technicians are available on the floors, making sure users are comfortable and not experiencing problems.

Training Plan

Formalized end-user upgrade training will not be needed, due to the similarity of the user interface. Each user will have a "cheat sheet" with the most important new information on their keyboard after the computer has been upgraded. This cheat sheet describes five new features for each application, tells the user how to save files in earlier formats, and details the additional files that were installed with Office 2000(such as Excel year 2000 tools, clip art, and templates. Each department has at least one set of books as a resource, and the Microsoft Office 2000 Step-by-Step Interactive computer-based tutorial published by Microsoft Press will be made available to anyone who requests it.

Communication Plan

There is a weekly Technology staff meeting where the progress of this project is discussed. Further, weekly meetings between End User Support Services (EUSS) and each group in CMG perform a needs assessment, plan the deployment, find pilot users, and gain feedback on each group's needs. 

For end user communication, each department head will send an end-user memo prior to distribution. The memo will cover new features to generate enthusiasm for Office 2000, reassure users that the upgrade won’t be disruptive, and provide a schedule for rollout. In addition, a one-page cheat-sheet will be left on each user's keyboard after installation is complete. This cheat-sheet tells them the most important things they need to know as they learn these new applications. 

The first group, GSL, uses Windows NT in a locked-down environment that includes read/execute permissions only on the \WinNT and \Program Files directories. Microsoft Internet Explorer 5.0 setup takes on user privileges and does not automatically have administrator privileges. In this case, the customizations weren’t created properly because the users don’t have permission to write to the Registry, and therefore, neither did Internet Explorer. To solve this problem, all end users in this department will receive new passwords that the technicians will use to install and configure Internet Explorer 5.0. End users are required to change the password the first day they return to work after deployment. Two e-mails will be sent to these users the week prior to deployment to remind them about their password changes.

Communication Plan

	Subject to Communicate
	Communication Medium
	Audience
	Frequency

	General News
	E-mail
	End users
	Once

	Pre-rollout e-mail
	E-mail
	End users
	Twice 

	Rollout meetings
	In person
	Technicians
	Three


Test Plan

There are three areas of testing that are important in this upgrade:

· Office 2000 departmental configuration testing

· Testing existing macros, templates, and custom solutions

· Testing third-party application integration and coexistence

Departmental Configuration Testing

The departmental configuration testing plan varies, depending on how Office is being deployed in each department, although most items will be the same. GSL is the first department receiving Office 2000, and configuration testing will cover these areas:

· Amount of hard drive space freed by the customized removal

· Setup completes successfully

· Amount of hard drive space used by new installation

· All customizations are implemented correctly

· Applications installed and their installation states

· Customizations of Tools,  Options settings

· Additional files

· Additional ClipArt Gallery catalog

· Internet Explorer 5 customization

· The number of reboots required

· Any issues related to users of Windows NT Workstation 4.0 not having administrator rights

· Self-repairing applications

· Alternate servers

Testing Macros, Templates, and Custom Solutions

The departmental owners of the Office 2000 deployment identified power users within their departments. These users started using Office 2000 with Release Candidate 1 of Office 2000 during the beta program to help identify any macros that might not work. As the pilot expanded the user base to 10–15 percent of the users, even more users tested these macros. To date, there haven't been any problems encountered.

Testing Third-Party Integrated Software

Each department is identifying, with EUSS, which third-party software they currently use that is integrated with Microsoft Office and needs testing. So far, the applications being tested include:

· Essbase

· Rexsys

· Lexsus/Nexsus Compareright

· Eicon Access Macros

· Third-party Microsoft Access solutions

Each department will test these applications since their standard build is different, which could cause differences in the success of the software. 

Office 2000 Deployment Development Plan
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Appendix A is a build worksheet. Each rollout unit is documented separately. Included in this sample plan is the worksheet for the first department, GSL.

Windows Shell Update

The Active Desktop( interface (Windows Shell Update) will be deployed to Windows 95 and Windows NT Workstation 4.0 users by Internet Explorer 5. The interface is being deployed to support the self-repairing applications feature of Office 2000. The custom configuration will be created with the Internet Explorer Administration Kit (IEAK). Internet Explorer 5 will be installed first and the computer rebooted before Office 2000 is installed. The IEAK is being used outside of the Custom Installation Wizard to avoid deploying Outlook Express due to using Notes. (Deploying Internet Explorer 5 with Microsoft Office tools forces the Outlook Express installation.)

User Settings

CMG is customizing several user settings, including:

· The default file location, which is being set to the user's home directory on the network.

· A setting to load the Excel AutoSave Add-in and the Analysis ToolPak Add‑in.

· A setting to register a private ClipArt Gallery catalog that includes the financial institution's logos.

· Turning off the option to have menus and toolbars show the most recently used commands first. Testing during the proof of concept and pilot phases showed that this caused issues since GSL users access many Excel features that the typical user does not. Many of these features were not showing up on the menus quickly enough and users were calling the help desk.

· Adding a setting to force Access users to enter dates with four digits for the year.

· Changing a default for Excel that will enable the use of labels in formulas.

· Disabling the single document interface, which adds a button to the Windows Taskbar each time another document opens, for Excel, Access, and the PowerPoint® presentation program.

The tables in Appendix A document each setting.

Microsoft Office 2000 Configuration

CMG/Technology will deploy Office 2000 Professional. The following is the feature implementation plan:

· Microsoft Word, Excel, PowerPoint, Access, and Internet Explorer run all components from the local computer. Many users are making split-second decisions and don't have the time to wait while a feature installs, and do have the space to install everything. 

· The feature installation state for Microsoft Outlook is "Not Available" since Lotus Notes is the mail client. In fact, this application is also hidden so that users cannot add it later through the Control Panel’s Add/Remove Programs application.

· Additional files to deploy with Office 2000 include: a few Word templates, some additional clip art, a new ClipArt Gallery catalog, the Excel Year 2000 tools, and the Excel Clean tool. The Excel tools were found on the Microsoft Office 2000 Resource Kit CD‑ROM.

· Most multinational locations use English as their primary language. As additional languages become available, CMG will consider using the appropriate MultiLanguage Pack to add languages for those users who need them, particularly Chinese.

· Upgrades to RightFax and Lotus Notes will be added to the Office installation.

Third-Party Software Updates

To date, third-party software in use does not need updating to work with Office 2000. 

Browser Upgrade Plan

Internet Explorer 5 is being deployed to add the Windows Shell Update in order to support the self-repairing applications feature. There are two major configurations:

· Users allowed access outside the organization: pre‑configure the browser.

· Users not allowed to outside access: pre‑configure the browser with no proxy settings, and disable the user's ability to change the proxy setting.

New Configuration Build Process

Office Removal Wizard

The Offcln9.OPC file was customized to increase the number of files removed by the Office Removal Wizard. In general, this file was customized to remove almost everything from all prior versions of Office except:

· Proofing Tools

· Data Access

· Microsoft Project 95

· Text and Graphics converters

· Miscellaneous files that are considered risky to remove, as documented in the file.

In addition, all temporary files with the tilde character and user modifiable files (templates and samples) are also being removed. This will free approximately 130 MB of hard disk space.

The *.OPC file is a text file and was edited using WordPad since it is too large for Notepad. Because its format is plain text, a rich-text version was created as well. This rich text version has all changes formatted in red and has additional comments included. 

ClipArt Gallery Customization

CMG has logos and other commonly used art that will be deployed with Office 2000. In fact, the clip art will be accessible through a special category in the ClipArt Gallery, making it very easy for all users to access. The exact steps required to do this are included in Appendix C.

Office Profile Wizard

User settings will be created via the Office user interface (Tools, Options, etc.), and then captured with the Office Profile Wizard. The *.OPS file that is created was given a root name with the department's acronym (GSL.ops) and stored in a folder on the root of the Office 2000 administrative installation that is used for all files CMG is adding to the installation.

The Registry

The Office Profile Wizard does not capture one registry setting we need—the one that points to the additional clip art. To distribute this setting with Office, we started the Registry Editor, traced the HKLM branch to the key documented in Appendix C, and chose File, Export key. This key is later imported into the transform file via the Custom Installation Wizard.

Custom Installation Wizard (CIW)

All CIW settings are recorded in Appendix A. We used it to create the feature installation states, migrate user settings, add files, add a registry setting, create a few standard user settings, determine server locations for adding/removing/repairing components, and adding two other setup programs.
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IEAK Customization Wizard

There are two configurations for Internet Explorer 5. All users will get the Windows Shell Update. In addition, all settings documented in Appendix A will be pre‑configured. Users who are not allowed outside access have no proxy settings and won’t be able to add them. Details are recorded in Appendix A.

The goal of the configuration is to create the appropriate proxy settings, customize the browser a bit with favorites and the title bar, customize the Quick List toolbar by removing the Channels button, and disable Active Desktop so that the user’s existing wallpaper is not replaced, which could generate help desk calls.

Build Process Flow Chart
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Distribution Plan

GSL is the first group being upgraded and is the most complex. GSL uses Windows NT Workstation 4.0, and users are not given the rights to install software or write to the \Winnt or \Program Files directories. Since no software distribution tool is in use, EUSS technicians will install the software. Due to the \Winnt directory being locked down, the technicians needed to give the end user administrative rights, log on once as the end user to complete the setup of Internet Explorer 5, and then remove administrator rights for that user (this would not be necessary if users had write permission for the \Winnt directory to access the registry). To accommodate this, all user passwords will be re‑set on Friday night to passwords the technicians can use on Saturday when they do the upgrade. The users were given these passwords as well and were instructed to change their passwords the first time they log on on Monday morning. 

The administrative installation of Office 2000 was copied to three other distribution servers, making a total of four distribution points. The technicians used all four distribution points to balance the load on each server. 

Technicians attended an installation walk through the day before the rollout. Each technician will be handed a map with the computers that they will upgrade and a checklist for each computer. Each checklist includes mail-merge information that lists, per user, the technician, the end user's name and password, the server location to install from, and which browser installation to use. See Appendix B for this checklist.

Most of the process for installation is automated into two batch files. The first one removes Office 95 and installs Internet Explorer with the Windows Shell Update. The computer reboots and after the technician logs on, completes the Internet Explorer installation. The second batch file installs Office 2000 with the desired command line.

Local Computer Installation Process
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Proof of Concept 
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The main purpose of the proof-of-concept phase is to test line-of-business applications, integration with third-party software, and usage scenarios. Depending on the size of the group, there were seven to twenty users involved. These users are primarily power users who have macros and line-of-business solutions, and who can deal more easily with any problems they might encounter. The groups are also small since these users were running Release Candidate 1 rather than the shipping product.

As a result of the proof of concept, the support manager for GSL decided it was best to turn off the "Menus show recently used commands" option so that all features would be on all menus. There are many advanced Excel users who use features that weren't showing up on the menus and causing help desk calls. There were very few problems encountered otherwise.

Pilot
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The goal of the Pilot phase is to focus on production-environment proof of the entire implementation. In this case, the pilot is being used to validate findings from the proof of concept, and to be sure that the distribution methods work as tested. The released version of Office 2000 is being used for the pilot, which is being distributed to ten to fifteen percent of the users in each group. This group will include users in a variety of roles and abilities, as opposed to the proof-of-concept group, which only included power users and Technology group personnel. 

Specifically, we are looking for confirmation that: 

· The custom configuration is appropriate and installs properly.

· The Windows Shell Update is implemented properly and, therefore, self-repairing applications are working as expected.

· The content for the cheat sheet is on target.

· Macros, templates, and custom solutions are working properly.

· Third-party software integration is working properly.

After the pilot was conducted, most macros and custom solutions were working properly and turned up no unanticipated problems.

Risk Assessment
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· There are other projects going on at the same time that will compete for resources, including a Netware 4.6 client upgrade for users of Windows NT Workstation, a Notes 4.6 server upgrade, and subnet upgrades. 

· The Year 2000 freeze is a real deadline. 

· There could be personnel issues— including technicians burning out due to working so many weekends and evenings in the summer to do the deployment. In addition, all employees are required to take a two-week vacation during the summer, which will lessen the number of people available during the biggest drive to upgrade users before the desktop freeze. 

· Some hard drive space problems may crop up. These will be dealt with on an as-needed basis.

Post Implementation Review 

There will be three main sources of feedback on how this deployment went:

· From the technicians on the deployment itself

· From the help desk on the typical calls generated and general user satisfaction with the process and the new software

· From the ongoing weekly meetings with each department

Appendix A – Rollout Unit Build Worksheet

Rollout Unit Name: GSL

Client Computer Build

	Rollout Unit Name:
	GSL

	Prime Contact:
	Frank

	Rollout Dates:
	May 22

	Server Locations:
	\\ServerName_01\VOL1\Apps\Msoff2k,  \\ServerName_03\VOL1\Apps\Msoff2k, \\ServerName_02\VOL1\Apps\Msoff2k, 

	Component
	Configuration

	Internet Explorer 5
	Run from local computer, deploying almost all components except Outlook Express. Also creating content ratings security and Active Desktop. See details in the Internet Explorer Administration Kit Customization section.

	Active Desktop?
	Yes, through Internet Explorer 5, installed first and the computer is rebooted. It is being disabled, however.

	Office 2000
	

	Edition (Standard, Professional, Developer, Premium)
	Professional

	Run from? (local, source, terminal server)
	Run all from local computer

	Applications
	Word, Excel, PowerPoint, Access. No Outlook. 

	Features
	All

	Custom User Settings
	Yes

	Additional Files
	Logo clip art, clip-art catalog file, Excel Clean tool, Excel Year 2000 tools, a few templates

	Other desktop applications
	Notes 4.6 client upgrade

	Custom applications
	None

	Templates
	Four Word templates

	User Settings
	

	User Profiles & Type (local, domain, roaming)
	None

	System Policies
	No

	Office Profile Wizard Policy settings
	

	File Location (for all apps) (Tools, Options)
	P:\

	Personalized Menus & Toolbars (Tools, Customize)
	Clear the “Menus Show Recently Used Commands First” option

(*Just needed to do once to change for all apps)

	Excel AutoSave Add-in (Tools, Add-ins)
	Open

	Excel Analysis ToolPak Add-in (Tools, Add‑ins)
	Open

	Registry Settings to Export from the Registry Editor
	

	ClipArt Gallery Catalog Setting

See Appendix C for creating and setting this.
	HKEY_LOCAL_MACHINE\Software\Microsoft\ClipArt Gallery\5.0\ConcurrentDatabases\Private Art


Internet Explorer Administration Kit 5

	Organizational Unit Name:
	GSL

	Internet Explorer Flat Folder Name:
	IE5_GSL

	Pane Title
	Settings 

	Custom Package Location
	\\Microsoft Office 2000\IE5_GSL

	Media Selection
	Flat

	Silent Install
	Hands-free install

	Installation Options
	Typical

Remove Outlook Express

Add NetMeeting® conferencing software

Add Macromedia Shockwave

Add Macromedia Flash Player

Add Web Folders

Add Additional Web Fonts

Add Microsoft virtual machine

Add DCOM for Windows 95

	Component Download
	Remove the Windows Update option from the Tools menu

	Corporate Install Options 
	Internet Explorer is not set as the default browser

	Windows Desktop Update
	Yes

	Browser Title
	Check Customize Title Bars

Title Bar Text = Company Name

	Important URLs
	Home Page URL = intranet home page

Search bar URL = intranet home page

	Favorites and Links
	Remove all

In Favorites:

Add link to intranet home page

Add link to department’s section of Internet site

	Welcome Page
	Do not display a welcome page

	Active Desktop
	Do not customize Active Desktop

	Desktop Toolbar
	Import the current Desktop Toolbar settings (remove the Channels button)

	Connection Settings
	Import the current Connection Settings

LAN Settings…

Check Use automatic configuration script

Check Use a proxy server (use regular setting)

	Security Settings
	Import the current security zone settings

Modify Settings

Local Intranet = Low

Content Ratings

General Tab: Check "Users can see sites that have no rating."

Approved Sites tab, Allow this Web site "http://www.InternetSite.com/"

Password protected Content Advisor settings

	System Policies and Restrictions
	\Web Desktop\Desktop = Disable Active Desktop
Note: We had to do this to disable the View as Web Page option and the wallpaper under locked-down Windows NT-based environments.


Internet Explorer Administration Kit 5 – No Outside Access

	Organizational Unit Name:
	GSL

	Internet Explorer Flat Folder Name:
	IE5_GSL_NB

	Pane Title
	Settings 

	Custom Package Location
	\\Msoff2k\IE5_GSL_NB

	Media Selection
	Flat

	Silent Install
	Hands-free install

	Installation Options
	Minimum

Remove Outlook Express

Add NetMeeting

Add DCOM for Windows 95
Note: These components are added for Office 2000 compatibility.

	Component Download
	Remove the Windows Update option from the Tools menu

	Corporate Install Options 
	Internet Explorer is not set as the default browser

	Windows Desktop Update
	Yes

	Browser Title
	Check Customize Title Bars

Title Bar Text = Company Name

	Important URLs
	Home Page URL = intranet home page

Search bar URL = intranet home page

	Favorites and Links
	Remove all

In Favorites:

Add link to intranet home page

Add link to department’s section of Internet site

	Welcome Page
	Do not display a welcome page

	Active Desktop
	Do not customize Active Desktop

	Desktop Toolbar
	Do not customize desktop toolbars

	Connection Settings
	Import the current Connection Settings (Note: change this to no setting before importing)

LAN Settings…

Check Use automatic configuration script

Check Use a proxy server

	Security Settings
	Import the current security zone settings

Modify Settings

Local Intranet = Low

Content Ratings

General Tab, Check "Users can see sites that have no rating”

Approved Sites tab, Allow this Web site "http://www.InternetSite.com/"

Password protected Content Advisor settings

	System Policies and Restrictions
	\Web Desktop\Desktop = Disable Active Desktop




         = Hide Internet Explorer Icon

\Web Desktop\Start Menu = Remove the Active Desktop item from the Settings Menu 

\Corporate Restrictions\Connections Page =





Disable all settings


Custom Installation Wizard

	Organizational Unit Name:
	GSL

	Transform File Name:
	GSL.MST, GSL-NB.MST

	OPS File Name:
	GSL.MST

	Pane #
	Settings 

	2: Open the MSI file
	\\Microsoft Office 2000\data1.mst

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

	4: Select the MST file to save
	\\Microsoft Office 2000\PrivateFiles\GSL.MST

	5: Specify default path and organization
	default path, Company Name

	6: Remove previous versions
	"Default setup behavior.”

	7: Set feature installation states
	Word = Run all from local computer

Excel = Run all from local computer

PowerPoint = Run all from local computer

Outlook = Not Available, Hide

Access = Run all from local computer

Office Tools = Run all from local computer

Converters and Filters = Run all from local computer

	8: Customize default application settings
	"Get values from…" = \PrivateFiles\GSL.OPS

Migrate user settings

	9: Add files to the installation
	Excel Tools 


Copy to \Addins

Cleaner.xla


Datefix.xla


Datefixw.txt


Datemigw.txt


Datescan.xla


Datewtch.txt


Datewtch.xla


Templates


Copy to \Templates

Faxa4sw.doc


Faxletsw.doc


Mema4sw.dot


Memletsw.dot


Clip Art


Copy to <ProgramFiles\CommonFiles>\Microsoft Shared\Clipart\PrivateArt

Hori4e.eps
logo.jpg 

Hori-661.bmp
logo1.jpg 

Hori-661.eps
b.bmp 

Hori-661.psd
cc.bmp 

Hori-661.wmf
ch.bmp 

Hori-k.eps
chcm.bmp

III.ai
Vert-661.eps

III. eps
Vert-661.wmf

logo.gif
Vert-k.eps

ClipArt Gallery Catalog file: privcat50.mmc

	10: Add registry entries
	Import \PrivateFiles\Clipart.reg

	11: Add, modify, or remove shortcuts
	No changes

	12: Identify additional servers
	Group’s home application server – varies by department. GSL’s is I.

I:\ Apps\Msoff2k

H:\Apps\Msoff2k

J:\ Apps\Msoff2k

	13: Add installations and run programs
	X:\Installs\Lotus\Notes463\Auto\install.exe /A_ X:\Installs\Lotus\Notes463\Auto\instnot.rsp

X:\Installs\Lotus\Notes463\Auto\Unload.bat

Note: "_" is a line continuation character, and "X:\Installs" will vary by installation server.

	14: Customize Outlook installation options
	"Do not customize Outlook…"

	15: Customize Internet Explorer 5 installation options 
(Note: We're creating the Internet Explorer installation separately so we can remove Outlook Express and run it first).
	Do not install Internet Explorer 5

	16: Modify setup properties
	None

	17: Save changes
	Click the Finish button

	Final: Document command line here

We're using qb- so techs can see progress bars and to force the reboot. B shows progress bars, and – forces the reboot.
	Setup.exe TRANSFORMS="G:\Microsoft Office 2000\PrivateFiles\Gsl.mst" /qb-


Office Removal Wizard

See GSL.OPC for the customized file to use. See GSL.RTF to understand the changes that were made. All changes are formatted in red.

For a command line, use: Offcln9.exe /s /q gsl.opc

Distribution Server Build

	Component
	Configuration

	Distribution Server Software
	

	Administrative installation of Office 2000 - locations
	\\ServerName_01\VOL1\Apps\Msoff2k (H:\)

\\ServerName_02\VOL1\Apps\Msoff2k (I:\)

\\ServerName_03\VOL1\Apps\Msoff2k (J:\)

	Edition (Standard, Professional, Developer, Premium)
	Professional

	Folder for custom files
	\PrivateFiles

	List each customization file (MST, OPS and their purpose (business unit, user type)
	For GSL: 

\IE5_GSL\IE5Setup.exe = Custom IE5 for GSL, browser icon

\IE5_GSL_NB\IE5Setup.exe = Custom IE5 for GLS, no outside access

GSL.OPS = Office Profile Wizard created settings file

GSL.OPC = Custom removal file

GSL.MST = Transform for Office 2000


Appendix B – Installation Checklist

Rollout Unit Name: GSL

Note: The blank spaces were filled in using a Word mail-merge document with an Excel spreadsheet that had all the data, per user.

	Technician:
	
	Date:
	

	User Name:
	
	Password:
	

	Building/Floor:
	
	User Context:
	

	Server Install:
	
	Browser Batch File:
	1Browser.bat


	TASK
	COMPLETED (()

	ADMINISTRATOR GROUP (YES/NO)
	

	IF NO, ADD TO ADMINISTRATOR GROUP
	

	UPDATE WINS SETTINGS
	

	MAX REGISTRY SIZE 6MB > CURRENT REGISTRY SIZE
	

	RUN BATCH FILE FOR INTERNET EXPLORER 5
	

	RUN BATCH FILE FOR OFFICE 2000
	

	RIGHTFAX INSTALLED AUTOMATICALLY
	

	LOTUS NOTES 4.63 INSTALLED AUTOMATICALLY
	

	COMPLETE INTERNET EXPLORER 5 SETUP FOR USER
	

	REBOOT
	

	REMOVED ADMIN PRIVILEGES IF ADDED ABOVE NOTE: REMOVE ONLY IF YOU ADDED!
	

	SYNCHRONIZED LAN AND LOCAL PASSWORD
	

	LAUNCH ANY OFFICE APPLICATION
	

	VALIDATED DEFAULT FILE LOCATION IS SET TO P:\ OR ANY VALID LAN LOCATION
	

	LAUNCH NOTES TO COMPLETE UPGRADE, THEN CLOSE
	

	LOCKED WORKSTATION
	


Appendix C – Clip Art Gallery Customization 

1. Determine what clip-art images you want and where you want them installed, and copy the files to that location.

Determine where you want users to access their clip art. If users always have access to the network, you may want to store the art on a server, making it easier to distribute updates to existing files. If users might not always be connected to the network, then you may want to distribute the art to the local computer. We copied it to the same location as all of the other art but created our own subfolder, \\Program Files\Common Files\Microsoft Shared\Clipart\PrivateArt.

2. Build the private MMC file (Media Manager Catalog) with the private clip-art images.

On a clean test computer, import each of the images into the ClipArt Gallery. To do this:

a) Launch Word, PowerPoint, or Excel.

b) Choose Insert, Picture, ClipArt…
c) Double-click the New Category button and name it. We named it the same as the company name.

d) Double-click the new category you just created.

e) Click the Import Clips button.

f) At the bottom of the dialog box, click Let ClipArt Gallery find this clip in its current folder or volume. 
Note: The default is to copy the art to the user’s \Application Data folder, which can cause problems in a multi‑user environment, or in an environment where you are installing the software and testing it as one user (admin), but using it as another user. So, we’re leaving the art in the directory we created.

g) Find the file you want, select it, and click OK.

h) Type a description of the clip.

i) Click on the Categories tab. Double check that it's correct.

j) Click Import.

k) Repeat steps e – j (skipping i) for each clip.

l) Close the ClipArt Gallery when you've imported all clips.

3. Create the private MMC.

When you complete the steps in step #2 above, the category and clips were added to the personal catalog for that user. Copy the file to a subdirectory on the root of the administrative installation of Office 2000 where all additional clip art files are stored. Rename it so it doesn't replace the one the user will get. The original file is located at:

On Windows NT Workstation: C:\Winnt\Profiles\<username>\Application Data\Microsoft\Media Catalog\
artgal50.mmc

On Windows 9x: C:\Windows\Application Data\Microsoft\Media Catalog\artgal50.mmc

Note: if you are using Windows 98 profiles, add \Profiles\<username> to the path between \Windows and \Application Data.

The file was renamed to privcat50.mmc.

4. Install and register the private MMC.

Next, the private MMC needs to be registered on the test computer in order to create a registry key that can be deployed to other users. 

a) Choose Insert, Picture, ClipArt…
b) Click the Import Clips button.

c) Change the Files of type… to Clip Gallery Catalogs.

d) Select the copied and renamed catalog that you created in step 3. 

e) Click Import.

5. Export the registry key so you can import it into the transform file via the CIW.

The Office Profile Wizard does not pick up this registry key. It need to be exported it from the registry so it can be included in the custom configuration. This setting points the ClipArt Gallery to the private MMC file. 

a) Start the Registry Editor by choosing Run from the Windows Start menu, and entering "Regedit" in the Open text box.

b) Find the following key:
HKEY_LOCAL_MACHINE\Software\Microsoft\ClipArt Gallery\5.0\ConcurrentDatabases\<categoryname>

where <categoryname> is the name you gave the new category you created. 

c) Choose Registry, Export Registry File…

d) Switch to the directory where you are storing all customization objects, give the file a name, and click OK. We stored ours as \PrivateFiles\clipart.reg

6. Use CIW to deploy the private MMC with Office 2000.

In the Add Files pane of the CIW, be sure to add the clip art if it's being installed to the local computer, and add the MMC file. We are copying these files to \\Program Files\Common Files\Microsoft Shared\Clipart\PrivateArt. In the Add Registry Entries pane, import the registry file you created in step 5.
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		Microsoft Office 2000 Deployment Budget

		Budget Item		Projected Budget		Actual Spent

		Hardware

		Laptop hard disk upgrades		$   12,500

		Support

		Overstaffing the help desk		$   20,000

		Migrating files, macros, templates

		Remediation		$   - 0

		Consulting		$   15,000

		Training

		End-user training materials (CBTs, books)		$   2,500

		Implementation

		Overtime for after-hours distribution		$   30,000

		Total		$   80,000

		Deployment Costs Per User		$   53
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