Post-Migration Checklist

Actions to complete after your migration




4 Before you begin

As you begin re-configuring your applications and devices, please note that your
mailbox will be available throughout the process at https://outlook.office.com.
Sign in with your VUnetID and ePassword.

Set up time will vary among users. Please allocate at least 30 minutes (for those
with the typical desktop) to complete the process.

If you experience any issues, please submit a Pegasus Ticket or call the Help Desk
at 615-343-HELP/3-4357. There may be a longer than usual wait time. Also, the
VUMC/NTT team will be on site the day your migration completes for direct
assistance.


https://outlook.office.com/
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Step 1 - Sign into Email /

Outlook 365




4 Sign into Email / Outlook 365

To configure your Outlook Email on your desktop: . —
;ignin

e Open Outlook

* Use your primary email address (see Picture A).

* Signin using your VUnetID and ePassword (see

Picture B).

For VDI (accessed via Horizon) and Remote users F

NDERBILT &7 UNIVERSITY

MEDICAL CENTER

Dual Identity Users cwill need to take additional steps to

configure two mailboxes:
e Delete and Add an Outlook Profile
e Add and update email accounts on your mobile device

Usemame

If you require assistance, submit a Pegasus Ticket.

Call the Help Desk at 615-343-HELP/3-4357.

If your department doesn’t have its own IT team, the

VUMC/NTT team will be on site at VUMC campus locations the

day your migration is complete. Back to Table of Contents 5



https://na01.safelinks.protection.outlook.com/?url=https://www.vumc.org/it/files/it/public_files/Delete Outlook profile.pdf&data=02|01|monica.laplaca@vumc.org|45f42d3391364a3e689508d65b02a396|ef57503014244ed8b83c12c533d879ab|0|0|636796464242660498&sdata=BepRRM/4/lbR/nx5GMeLxBjzl7fP4jQT3kKD9gIovss%3D&reserved=0
https://na01.safelinks.protection.outlook.com/?url=https://www.vumc.org/it/add-and-update-email-accounts-your-mobile-device&data=02|01|monica.laplaca@vumc.org|45f42d3391364a3e689508d65b02a396|ef57503014244ed8b83c12c533d879ab|0|0|636796464242660498&sdata=ayw5usUReAN7LtnafcK8eCU2K5s1jV5YBZ2jspGYbww%3D&reserved=0

4 Sign into Email / Outlook 365

You will be prompted to log in to Outlook. F

VANDERB]LTVUNIVE RSITY
* You will see a Windows login prompt MEDICAL CENTER

Sign On

* Delete the pre-populated email address and enter your
primary email address and ePassword

Please sign on and we'll send you right along.

*  For most users this will be your @vumc.org email
address

* You will be redirected to the VUMC Sign On prompt (see
Picture A)

* Signin using your VUnetID and ePassword.
* Shared Exchange Mailboxes

* If you own, or are listed as part of a Shared Exchange
Mailbox, you will receive a credential prompt in Outlook. Use
your VUnetlID and ePassword to authenticate.

Can’t login to Outlook?

* Call the Help Desk at 615-343-HELP/3-4357 for assistance.
You may need assistance deleting old credential or cache
information.

Back to Table of Contents 6




4 Sign into Email / Outlook 365

For Virtual Desktop and Remote Users

Virtual Desktop workstations are not currently installed with Microsoft Office
365. If you utilize the Horizon application to access the Virtual Desktop
environment, continue to use the current installed version of Office.

If you require assistance, submit a Pegasus Ticket.

Call the Help Desk at 615-343-HELP/3-4357.
If your department doesn’t have its own IT team, the VUMC/NTT team will be on site

at VUMC campus locations the day your migration is complete.

Back to Table of Contents 7




Step 2 - Configure your Skype Account




4 Configure Your Skype Account

Skype Configuration Basics

Sign into Skype using your @vumc.org primary email address and current
ePassword.

* Delete and re-create all existing meetings with your new Skype
information and re-invite attendees as required. Existing meetings will not
disappear from your Outlook calendar.

* Your external Skype contacts will need to be re-added to your account
once set up is complete.

e |f your contacts and groups appear in your client, sign out and sign back in
using your @vumc.org email address and ePassword.

If you require assistance, submit a Pegasus Ticket.

Call the Help Desk at 615-343-HELP/3-4357.

If your department doesn’t have its own IT team, the VUMC/NTT team will be on site
at VUMC campus locations the day your migration is complete.

Back to Table of Contents 9




4 Configure Your Skype Account

Change Your Sign-In Address

If you experience a problem signing into Skype, your email address may not yet have

changed in the system.

* Go to Settings and click on the down arrow
* Click on File, then Change Sign-In Address.
* Change your address to @vumc.org

Doe, John

Available -
Set Your Location ™

aly A
(1]

L w0 8 @

Paragraph

Sign Qut

< Eile >>
Ghange Sign-In Address...

=

Toaols 4

Help 4
GROUPS STATUS RELATIONSHIPS MNEW Show Menu Bar
People who've added you as a contact will show up here. Add them to

your Contacts list to make sure they can contact you and see when
you're around.

My State

View Received Eiles

View Conversation History
Close

Exit

4

10



[4 Configure Your Skype Account

Reset Conference ID / PIN

To update your Conference ID to the new
six-digit format, reset your conference 1D
via the Skype for Business dial-in web site
at https://dialin.vumc.org/.

Select Sign In (see Picture A)

Select Sign In again (see Picture B).

Enter your VUnetID and ePassword.

Your Conference ID will be listed. If your
Conference ID Code isn’t a six-digit
number, click on Reset my Assigned
Conference Information (see Picture C).

If it your first time signing in, you will need
to set up a new Leader PIN. Fill out the
fields and continue to the Management
section.

Select the option to ‘Reset my Assigned
Conference Information’.

(3 of 7)

@ Skype for Business Server

Dial-in Conferencing Settings and PIN Management

Personal Identification Number (PIN)
To set your PIN and Conference ID you must first sign in.

Sign In

Sign in using your network logon credentials.

Language: | English (United States)

wssigned Conference Information
Give your Assigned Conference information and the dial-in phone numbers to people you
want to invite to your conference. When participants join the conference or meeting from
their phone, they will be prompted to enter the following information.
Conference ID:  Six digit code

Meeting URL: https://meet.vumc.org/vumc/meet/your.name/code

Reset my Assigned Conference information ,

NOTET wemrOrporate network should use their PIN to join the
conference.

Back to Table of Contents 171



https://dialin.vumc.org/
https://dialin.vumc.org/

Did you get a different Sign-In
Screen?

* You might receive a screen asking for
your Username (VUnetID), in
addition to your username and
ePassword.

e For Sign-in address, use your
@vumc.org email address

e For User name, use your
@vumc.org email address or
type in VUMC\VUnetID

e For Password, type in your
current ePassword

If you require assistance, submit a Pegasus
Ticket. The Help Desk is available at 615-343-
HELP/3-4357.

hange

Back to Table of Contents 12




4 Configure Your Skype Account

New way to set meetings / A
conference rooms (page 1 of 2)

Meetings requiring a conference room will need to

N¢ =1 E-mail Message

be scheduled through the Global Address List. qm Appointment
I b‘E{. Meetin
Unre ds% Gmgpg
From the Home Tab, Select New Items and select AIFED Contact

Sent [~ Task

Appointment (See arrow 2) from the drop down
options. (See Picture A)

Dele E-mail Message Using *

e Select Scheduling Assistant ° -
{ Add Attendees.., Options ¥
e Click on Add Attendees at the bottom of e Foome.

the streen . Busy % Tentative . Out of Office £ Working

If you require assistance, submit a Pegasus
Ticket. The Help Desk is available at 615-343-
HELP/3-4357.

13



4 Configure Your Skype Account

New way to set meetings / A e e
conference rooms (page 2 of 2) BT

&% IC-3401WE-5te100-Rm156-Cap8-FA
&% IC-3401WE-5te100-Rm156-Cap8-RM
[ A g eruo= Peend, S A

* Enter the name of the room (or rooms) that you

would like to book and add. A list of rooms will e e amaas Copts o
. &% IC-3401WE-Stel85-Rm185-Cap8-SA
populate, depending on the number of rooms IC401WE Ste185 R 135Wo-Cop
. . &5 IC-3401WE-5te185-Rm185WB-Cap8-FA
ava||ab|e N that area. IC-3401WE-Ste290-Rm203-Cap 10

& IC-3401WE-5te290-Rm203-Cap10-FA
23 1C-3401WE-5te290-Rm203-Cap10-RM

e After your migration, the meeting room you
want to select might have more than one choice.

* C(Click on the room listed with a “door” icon B _W_,j x o S Aopoimmen
to the left (see example to the right). The SEE& L [ischeduling Assistant
. . E -
bolded rooms are for administrators. Close >
. . . Actions Show
* Double click on the room and it will show
100% -

up in the Required Field.

( All Attendees >

* The room will populate in the All Attendees field
(See Picture B).

* Note: Room Finder is still functioning. However it
may not contain all conference rooms.

Back to Table of Contents 14




4 Configure Your Skype Account

Microsoft Outlook or Skype A

Window keeps popping up? T

e |f Outlook keeps popping up and asking you E E o~
for your credentials, login with Use another @L >
account. (See PlCture A.) | Insert a smart card

* Login as normal using your VUnetID and
ePassword

If you require assistance, submit a Pegasus Ticket.

Call the Help Desk at 615-343-HELP/3-4357.

If your department doesn’t have its own IT team,

the VUMC/NTT team will be on site at VUMC

campus locations the day your migration is

complete. Back to Table of Contents 15




Step 3 - Reset your Desk Phone

Back to Table of Contents 16




[4 Reset your Desk Phone (1 of 10 — CX600)

What type of desk phone do you
have?

To verify which type of phone you have, -
look at the sticker on the bottom. QF 0 i i e oy o cu

conditions: (1) this device may not cause harmdul int
ing interferenc

2 A accept any interference recel ived, including in

2201-15942-001 This Class B digital apparatus complies with Canadian

If you have a Polycom CX600 phone (see %ﬁ%ﬂ%cp’c“iggo iR
picture A) continue with the instructions on

( W)
pag @ AL
the next page. AOH\P r[.HN

If you have a VVX series phone (see Picture
B), continue with VVX series instructions.

If you have a MAC computer, please call
the Help Desk.

If you require assistance, submit a Pegasus
Ticket. The Help Desk is available at 615-343-
HELP/3-4357.




[4 Reset your Desk Phone (2 of 10 — CX600)

Is your Phone Tethered? (o polycom phones only)

If your phone is attached to your computer with a
USB cable (tethered), you can perform a hard
reset on the phone.

To confirm if your phone is tethered, locate a
black USB cable leading from your phone to your
PC, as shown.

If your phone is not tethered, please submit a
Pegasus ticket. When doing so, indicate that you
have just been migrated to the Microsoft Office
365 cloud environment and that you require
assistance reconfiguring your CX600 phone
because it is not tethered to your computer.

If you require assistance, submit a Pegasus
Ticket. The Help Desk is available at 615-343-
HELP/3-4357.

Back to Table of Contents 18



https://pegasus.mc.vanderbilt.edu/User/Login?ReturnUrl=/

4 Reset Your Desk Phone (3 of 10 — CX600)

If you have a tethered Polycom CX600 A
phone:

1. Locate the plug that leads from your
phone to the wall jack (see Picture A).

2. Unplug it from the back of your desk
phone.

3. As you plug it back in, press and hold the
number sign (#) and asterisk (*) buttons at
the same time. You can also hold down the
4 and 6 buttons.

The operation you have requested
will erase all user-created data.

4. You will be prompted to confirm if you
are performing a reset. When prompted,
select "Yes” (see Picture B).

Do you want to continue?

If you require assistance, the Help Desk is
available at 615-343-HELP/3-4357.

Back to Table of Contents 19




4 Reset Your Desk Phone (4 of 10 — CX600)

For Polycom CX600 phones

u}f'.. B connection is detected

sign in process for this phone:

5. Upon selecting "Yes", your USB
connection will be detected by the Skype
application (see Picture A).

6. A Lync screen will pop-up. Select the
button indicated (see Picture B). Lvnc:
Phone Ec
7. Go to your Skype client on your PC.
There will be three fields.
e Sign-in Address: Enter your @vumc.org
email address B
* User name: Enter your @vumc.org C 1 4 x
. .| Logon information needed
email address 3
e Password: Enter your current

ePassword

A connection has been detected between your desk phone
Skype for Business. To complete the connection, type your
network logon password.

Sign-in address  wayne b kirh

20




[4 Reset Your Desk Phone (5 of 10 — CX600)

For Polycom CX600 phones A

8. Upon entering your credentials, you will
be signed in (see Picture A).

9. You will be prompted to create a NEW
6-digit phone unlock PIN (see Picture B).

10. Then press Next and re-enter the new
PIN as shown.

If you require assistance, submit a Pegasus
Ticket.

Call the Help Desk at 615-343-HELP/3-4357.

If your department doesn’t have its own IT
team, the VUMC/NTT team will be on site at
VUMC campus locations the day your migration
is complete.

Back to Table of Contents 271




4 Reset Your Desk Phone (6 of 10 — CX600)

For Polycom CX600 phones

11. At this stage, your phone set up is
complete (see Picture A). The next set of
actions will assist you with completing the
customization of your phone.

12. Customize your Time Zone, Time
Format, and Date Format, and Ringtone as
indicated.

CONGRATULATIONS! You have completed | NE—
the process to set up and customize your  complete

Press the Back key to review your

phone. oo o

If you require assistance, submit a Pegasus
Ticket. The Help Desk is available at 615-343-
HELP/3-4357.

Back to Table of Contents 22




4 Reset Your Desk Phone

(7 of 10 — VVX Series)

For VVX Series phones

1. Open the link below and click on
Better Together over Ethernet (BToE)
(Windows) (See Picture A - arrow 1)
under Polycom VVX Phones
https://it.vanderbilt.edu/software/do
wnloads.php (See Picture A - arrow
2)

2. Accept and Click on Submit. (See
Picture B)

If you require assistance, submit a Pegasus
Ticket.

Call the Help Desk at 615-343-HELP/3-4357.

If your department doesn’t have its own IT team,
the VUMC/NTT team will be on site at VUMC
campus locations the day your migration is
complete.

Compression Tools

Remote Access

0000000

O Polycom | Support

READ THE SE NOTICES BEFORE ACCEPTING THE DOWNLOAD OF POLYCOM BToE CONNEC TOR
ICATION

Back to Table of Contents 23



https://it.vanderbilt.edu/software/downloads.php

4 Reset Your Desk Phone (8 of 10 — VVX Series)

For VVX Series phones
A EXPORT RESTRICTIONS,
i—!‘l;'.r-:ﬁ.:::-Z;;:‘;:.Tir.::";:;'.;C::"!.'.L‘ .».\Iljb KS::L: dreg L.D‘)' : ’i N -‘llL::J:“'I" X‘ﬂ '("
3. Click on Accept Agreement (See Picture P
A) Neo the s J’JfCJCir 1fi N OF IRCAN0I0JY May 0a down OGCCCI\-T-:..C’.&!C"C

4. The Zipped file will start download,
once it’s ready Click on the file. (See

Picture B.)

Accept Agresment

5. Drag and drop the Polycom BToE  Polycom-2Tc h

Connector file to the Desktop. (See m |C H| [ EEI H @ ”E

Picture C.)

If you require assistance, submit a Pegasus Ticket. E M e
Call the Help Desk at 615-343-HELP/3-4357. 2 o TR

If your department doesn’t have its own IT team,
the VUMC/NTT team will be on site at VUMC
campus locations the day your migration is
complete. Back to Table of Contents 24




4 Reset Your Desk Phone

For VVX Series phones

6. Push on Shift Key on the Keyboard and
keep holding while you Right click on the
software icon. Then Click on Run as different
user. (See Picture A.)

7. Enter your VUnetlID and ePassword and
click OK. (See Picture B.)

8. Click on Run. (See Picture C.)

If you require assistance, submit a Pegasus Ticket.
Call the Help Desk at 615-343-HELP/3-4357.

If your department doesn’t have its own IT team,
the VUMC/NTT team will be on site at VUMC
campus locations the day your migration is
complete.

(9 of 10 — VVX Series)

s I ‘ - Unsunive g p
i ., Recent Places
Install
Repair
Uninstall
Run as different user
Troubleshoot compatibility
) Scan with Microsoft Forefront Endpoint Protection...
Open with...
o

Windows Security

Run as different user
Please enter credentials to use for C\Users\shiperiDesktopiPolycom BToE
Connector_3.7.0.0.msi.

| User name |
| Password |
Domain: VANDEREBILT

| f/l

Do you want to run this file?

@

V| Atways ask before opening this fie

Name: ...en\Desktop\Polycom BToE Connector_3.7.0.0.msi
Publisher: Polycom Inc.
Type: Windows Installer Package
From: C:\Users\shiper\Desktop\Palycom BToE Connect..,

#L

While files from the Intemet can be useful, this fie type can
potentialy ham your computer, Only run software from publishers
you trust. Whiat's the dsi?

Back to Table of Contents 25




4 Reset Your Desk Phone (10 of 10 — VVX Series)

For VVX Series phones A

| ‘ [c:\quanﬁes(xsswavmwvmmmwmw\\ . "
9. Click on Agree and Install. Click on Install. R i
(See Picture A.) —

10. Click on Finish. (See Picture B.)

B O Polycom
11. You should see a Pop-up in the Taskbar m—a
with Polycom activated notification. (See meren
Picture C.) =
C
If you require assistance, submit a Pegasus Ticket. 4 7ocom BToE Comector
Call the Help Desk at 615-343-HELP/3-4357.

If your department doesn’t have its own IT team,
the VUMC/NTT team will be on site at VUMC
campus locations the day your migration is
complete.

Back to Table of Contents 26




Step 4 - Configure your Mobile Device

Back to Table of Contents 27




4 Configure Your Mobile Device

For Mobile Device Management

Mobile Device Management is now required for all employees who want to access VUMC
resources from their phone. See VUMC policy on Use of Mobile Phones to Conduct VUMC
Business. (You will prompted to authenticate to VUMC Policy-Tech.)

If you are already enrolled in Mobile Device Management, set up your device using this
Knowledge Article: Mobile Device Management: Email setup after migration to 0365

To enroll in Mobile Device Management
e jOS - https://pegasus.mc.vanderbilt.edu/ViewKnowledge.aspx?id=12968
e Android - https://pegasus.mc.vanderbilt.edu/ViewKnowledge.aspx?id=12970

If you require assistance, submit a Pegasus Ticket.
The Help Desk is available at 615-343-HELP/3-4357.

Back to Table of Contents 28



https://sso.vanderbilt.edu/idp/SSO.saml2?SAMLRequest=fVJdT8IwFP0rS9%2b7sToGNmwJQowkqASmD76Yrr1Ak62dvR3iv3cOTfABXk/OPV%2b5ExR11fBp6/dmDR8toA8W84y8gxwDG6UpHaqU0aSUYypGIOmgHErFbm6ZUpIEr%2bBQW5MRFg5IsEBsYWHQC%2bM7aBCPaczoYFTECU9SzobhOLllLHkjwcpZb6Wt7rRR2uwy0jrDrUCN3IgakHvJN9PHJe%2bEeXkiIX8oihVdPW8KEkwRwfnOe2YNtjW4DbiDlvCyXmZk732DPIoOwihwpa582NhKyy8Pch9KW0fKegM%2bMlZ0zaPK7rQJBTZHEhzryiDvZ7meqvmtQPLJD5v37d3Z/fVz8VeA5BdjTqIz5ZNNw586qcV81RODe%2btq4S87xWHcI1rRbU/lrcEGpN5qUN2KVWU/Zw6Eh4x41wIJovzk%2bv8p8m8%3d&RelayState=/dotNet/documents/?docid%3d12525
https://pegasus.mc.vanderbilt.edu/ViewKnowledge.aspx?id=13834
https://pegasus.mc.vanderbilt.edu/ViewKnowledge.aspx?id=12968
https://pegasus.mc.vanderbilt.edu/ViewKnowledge.aspx?id=12970

The VUMC Help Desk is always
available to assist youl!

615-343-HELP/3-4357

Thank youl!

VANDERBILT E; UNIVERSITY
MEDICAL CENTER

Information Technology

Confidential — do not distribute
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