IDAHO

CONSOLIDATED MESSAGING PROJECT

Fact Sheet for Agency and Commission Employees:
Preparing for Idaho Consolidated Services (ICS) system.

In the spring of 2008 as part of Governor Otter’s initiatives to improve state government efficiency,
Idaho’s state agencies began an enterprise effort to consolidate email systems. Eventually, all state
employees will have the benefit of a single, reliable, and secure email system.

Your agency will soon migrate to ICS system and we hope this briefing sheet will help you prepare.
More information is available at http://cio.idaho.gov/messaging.

How does the ICS affect me?

Most Idaho agencies are already using Microsoft Outlook for their email and electronic calendars, so

you may not see many changes.

o Users whose mailboxes are over the specified size limit will need to reduce it prior to migration
(see below).

o You may get an upgraded version of Outlook prior to migration, requiring minor changes to your
email and calendar habits.

« Users of mobile devices (PDAs and remote laptop users) will need to make a few setting changes
and will receive those instructions prior to migration.

Expect to see:

e Improved communication with other state agencies, including access to a global address book with
contact information on all state employees.

o Standardized email addresses.

e Improved remote access to your email and calendar.

e A convenient method for saving important emails.

How do | prepare for migration?

e Mailbox size — In the ICS system, your maximum mailbox size will be 250MB. Your mailbox must be
below 200MB at the time of your agency’s migration to ensure that your existing information
migrates correctly to the new ICS system. Visit our website and click on “Techniques for Reducing
Mailbox Sizes” for instructions.

o Change to your email address. Your agency must update to the new, standard email address style;
firstname.lasthame@myagency.idaho.gov. Technical staff will accomplish this during the
migration and you can start using your new address after migration. For a period of time you will
still get emails at your old address.
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o Change your password — If your password does not meet the new security requirements, you will
be required to change your password prior to migration to the ICS system. Users will be required
to change their passwords every 90 days and use the style described on page 2 of “Name and
Password Conventions” on the website http://cio.idaho.gov/messaging

What if | have a problem?

Every effort will be made to reduce the impact on your daily work and we hope the inconvenience will
be minimal. However, migration is a complex and technical project so each agency will have a staff
member appointed as the contact for ICS migration. He or she can help with troubleshooting or
quickly put you in touch with an ICS team member who can.

Please contact the Consolidated Messaging Project team with any questions or to submit your
suggestions for improvements to the migration process.

Email: messaging.project@cio.idaho.gov
Website: http://cio.idaho.gov/messaging
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