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• Major components of messaging transition:

• Email, calendar, contacts, OneDrive, productivity applications

• Operational responsibility and backend - help desk, routing/filtering, etc.

• Archive, eDiscovery and records management -

• Mobile device management (MDM) - Google Policy to 
InTune/WorkspaceOne

• No statewide “big switch” cutover:

• Phased rollout to minimize impact on agency operations.

• Agency Microsoft 365 (M356) migrations scheduled to 
accommodate agency business needs
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Core messaging changes
• Improved digital loss 

prevention, anti-spam, anti-
malware and security

• Platform-agnostic archiving
• Broad MDM capability

What does M365 look like?
• MS Office products
• MS Outlook for mail   
• MS Teams for chat and 

collaboration
• Web, mobile and desktop
• Native SharePoint integration
• Guest access to Google tools
• Teams chat retention period set 

by agency at transition
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Prepare

• Review resources and FAQs

• Submit request for solution (RFS)

• Identify:

• Key players

• Migration Team Lead

• Agency Training Lead

• Agency Communication Lead

• Key resources:

• Records Management 

• Potential issues:

• Application Dependencies

• Security Policy Dependencies

• Critical Business Functions

• Critical Business Users

• Draft timeline

Plan

• Technical discovery sessions with NTT Data 
& Business relationship manager (BRM)

• Complete Questionnaire

• Application Dependencies

• Security Policy Dependencies

• Critical Business Functions

• Black out dates

• Develop migration activities timeline

• Develop and initiate agency training plan

• Develop and Initiate agency 
communication plan

• Develop plan for manual conversations. 
Examples: Google Forms; re-establish 
permissions; organizer calendar updates

• Develop plan for distribution lists

Pre-Migration

• Host agency meetings

• Post FAQ’s on agency intranet site

• Execute communication plan

• Train super-users, records officers and 
other SMEs

• Distribute “How to Prepare for the 
Migration” 

• Customize Post Migration Guide for your 
agency 

• Print “Post Migration Guide” for desktop

• MDM  - Validate licenses

• Users perform manual conversions

• Agency IT resource (AITR) monitors 
ongoing migration exceptions dashboard

Migration

• Deploy Super users

• Setup  and/or validate MDM on mobile 
devices

• Agency cutover to M365

• Day 1 activities “Post Migration Guide”

• Validate archiving access

• Validate final migration exceptions log 
report

Post-Migration

• VCCC & super user ongoing support

• Resolve any outstanding issues within two 
weeks

• Complete mobile devices access 
management

• Survey & VITA feedback
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Messaging FAQ’s

https://vccc.vita.virginia.gov/vita?id=vita_kb_article&sysparm_article=KB0018539&sys_kb_id=a2ad043a1b83c5106e1964a8624bcb9a&spa=1


ON-DEMAND TRAINING

All training modules have been developed, reviewed and approved based on VITA standards with closed captioning included.
All users can access via the VITA Knowledge Base with course descriptions and filtering capabilities.

We have 78 training courses developed 
across products ranging from:

 Microsoft Office 365
 Google Workspace
 Mobile device management
 Account management
 Messaging services

This estimates to 280+ minutes of 
training across 64 training videos and 
14 job aids.

Service Portal

https://vimeo.com/651174440/141062168d
https://vccc.vita.virginia.gov/vita?id=vita_kb_search&kb_knowledge_base=90e2a4511b8cc1108cb75247624bcbfb


PRE - MIGRATION



• Action items:

• Validate licenses for MDM, Virtru
• NTT Data and your BRM will conduct discovery sessions to fine-tune each agency transition
• Identify and train training coordinators, SMEs, super users, internal help desk and records officers early

• Proactive user communications and shared training resources

• Leverage the agency training plan 

• Review readiness guides ( pre & post migration, AITR )
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AGENCY CUSTOMIZATION – COMMUNICATION TO END USERS

Sampling of major customer touchpoints that can be customized by agency IT resources (AITR) for individual 
agency use



AITR step-by-step guide
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• Available to all AITRs

• Live reporting by agency or user



Pre-Migration Readiness
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https://www.messaging.vita.virginia.gov/media/messagingvitavirginiagov/pdf/Pre-Migration-Readiness---Pilot-final.pdf


POST - MIGRATION



Day one step-by-step guide
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M365 LOOK AHEAD



MIGRATION SUPPORT RESOURCES

• Project support centerpiece:

www.messaging.vita.virginia.gov

• All training available in one place

• Regularly updated living resource

• Will remain accessible throughout all activities, 
including Day 1 needs

• Contact VITA Customer Care Center (VCCC) for 
assistance

http://www.messaging.vita.virginia.gov/


• Microsoft Lunch and Learn Sessions
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Training session and registration link Date and time

VA-STATE GOVERNMENT: Get Started with Microsoft Teams Thursday, July 21; 1 – 2 p.m.

VA-STATE GOVERNMENT: Calling and Meetings in Microsoft Teams Thursday, July 28; 1 – 2 p.m.

VA-STATE GOVERNMENT: Explore Teams and Channels in Microsoft Teams Thursday, Aug. 4; 1 – 2 p.m.

VA-STATE GOVERNMENT: Go Further Together with Meetings in Microsoft Teams Thursday, Aug. 11; 1 – 2 p.m.

VA-STATE GOVERNMENT: Microsoft Outlook Level 100 Thursday, Aug. 18; 1 – 2 p.m.

VA-STATE GOVERNMENT: Microsoft Forms Level 100 Thursday, Aug. 25; 1 – 2 p.m.

VA-STATE GOVERNMENT: Microsoft Cloud Storage: OneDrive for Business and SharePoint Online 
Level 100

Thursday, Sept. 1; 1 – 2 p.m.

VA-STATE GOVERNMENT: Microsoft Planner Level 100 Thursday, Sept. 8; 1 – 2 p.m.

https://retailevents.microsoft.com/event/event-details?id=VA-STATE_GOVERNMENT_721_Get_Started_with_Microsoft_Teams1953111396
https://retailevents.microsoft.com/event/event-details?id=VA-STATE_GOVERNMENT_728_Calling_and_Meetings_in_Microsoft_Teams4010448987
https://retailevents.microsoft.com/event/event-details?id=VA-STATE_GOVERNMENT_84_Explore_Teams_and_Channels_in_Microsoft_Teams2192433818
https://retailevents.microsoft.com/event/event-details?id=VA-STATE_GOVERNMENT_811_Go_Further_Together_with_Meetings_in_Microsoft_Teams2418518239
https://retailevents.microsoft.com/event/event-details?id=VA-STATE_GOVERNMENT_818_Outlook_1002102967692
https://retailevents.microsoft.com/event/event-details?id=VA-STATE_GOVERNMENT_825_Forms_1001422410354
https://retailevents.microsoft.com/event/event-details?id=VA-STATE_GOVERNMENT_91_Cloud_Storage4251306254
https://retailevents.microsoft.com/event/event-details?id=VA-STATE_GOVERNMENT_98_Planner3967875193


• Build your migration working group:

• Migration lead, training coordinator, communications lead and internal help desk representative (if you 
have one)

• Begin identifying SMEs and potential super users

• Walk through what migration looks like for your agency

• Review training materials, videos, KB articles and how to be successful 

• Go to the Messaging Hub:
• Review the Pre-Migration Guide
• Print the Day One Post Migration Guide

• Continue to leverage customer account managers (CAM) and BRM’s as a resource

• Adoption and engagement are KEY to agency success!
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• The messaging transition is more than just email

• Guiding intent is minimal impact to agency operations

• No “big switch” statewide events

• Agency M365 migrations scheduled to accommodate agency business needs

• Continuous improvement process; expect refinements and adjustments

• Keep your CAM, BRM and working group closely involved

• Your feedback is critical to everyone’s success
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