WaSERV Agency Pre-Vault Readiness Checklist version 9 
	Use this checklist to keep track of outstanding tasks that should be completed.
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	1
	Submit Initial WaSERV Customer Contact Information - Prerequisite
	 FORMCHECKBOX 
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	2
	Form the Agency Vault Project Team
	 FORMCHECKBOX 
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	3
	Attend WaSERV Agency Required Meeting - Prerequisite
	 FORMCHECKBOX 
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	4
	Review WaSERV Welcome Kit Materials Available on ASK WaSERV
	 FORMCHECKBOX 
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	5
	Schedule Follow-Up Meetings – Agency Specific Information – Best Practice
	 FORMCHECKBOX 
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	6
	Schedule Required Records Retention Policy Meeting
	 FORMCHECKBOX 
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	7
	Submit the Vault Retention Policy Form
	 FORMCHECKBOX 
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	8
	Submit an Agency Requested Implementation Wave List  – Prerequisite
	 FORMCHECKBOX 
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	9
	Review Retention Policies for Validity with CTS – Prerequisite in Coordination with CTS Pre-Vault Planning
	 FORMCHECKBOX 
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	10
	Perform DNS Updates - Prerequisite
	 FORMCHECKBOX 
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	11
	Vault Server Names and IP Addresses – Informational 
	 FORMCHECKBOX 
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	12
	Perform Firewall Updates - Prerequisite
	 FORMCHECKBOX 
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	13
	Meeting to Discuss Testing, Template, and Modifications
	 FORMCHECKBOX 
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	14
	Identify the Test-Users for Email Accounts with Vault
	 FORMCHECKBOX 
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	15
	Create Exchange Test-User Accounts for Vault
	 FORMCHECKBOX 
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	16
	Create Active Directory Universal Security Group for Testing
	 FORMCHECKBOX 


	[image: image17.png]



	17
	Create Active Directory Universal Security Groups for Auto-Provisioning Mailboxes
	 FORMCHECKBOX 
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	18
	CTS Configure Vault for Agency Testing
	 FORMCHECKBOX 


	[image: image19.png]



	19
	Delivery of the Enterprise Vault (EV) Client msi to the Agencies Technical Support Specialist
	 FORMCHECKBOX 
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	20
	Install the EV Client msi to the Test User Machines
	 FORMCHECKBOX 
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	21
	Begin Testing; Validate Template; and Request Modifications
	 FORMCHECKBOX 
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	22
	Enable Automatic Vaulting for Test Accounts
	 FORMCHECKBOX 
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	23
	Verify Outlook Web Application (OWA)
	 FORMCHECKBOX 
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	24
	Testing is Complete – Prerequisite
	 FORMCHECKBOX 
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	25
	Retention Policy is Finalized – Prerequisite
	 FORMCHECKBOX 




	 FORMCHECKBOX 
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	27
	Identify if Discovery Accelerator Will Be Implemented – Prerequisite
	 FORMCHECKBOX 
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	28
	Plan for Discovery Accelerator Training
	 FORMCHECKBOX 
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	29
	Identify Discovery Accelerator Super Searchers
	 FORMCHECKBOX 


	
	30
	Join Discover Accelerator User Group
	 FORMCHECKBOX 
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	31
	Deliver the Discovery Accelerator Client msi, Config File, and Install Instructions to the Agencies Technical Support Specialist
	 FORMCHECKBOX 


	[image: image31.png]



	32
	Confirm Agency Help Desk/Service Desk Readiness With Updated Procedures to Take Agency Calls  – Prerequisite
	 FORMCHECKBOX 
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	33
	Coordination Complete Between Agency Help Desk and CTS Service Desk in Preparation for Agency Calls – Prerequisite
	 FORMCHECKBOX 
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	34
	Symantec EV\DA Licensing and Business Critical Services (BCS) – Informational 
	 FORMCHECKBOX 


	
	35
	Prepare Agency Users with the WaSERV (a.k.a. the Vault) End User Guide
	 FORMCHECKBOX 


	
	36
	Agency Personalizes and Provides End User Training – Best Practice
	 FORMCHECKBOX 


	
	37
	Agency Notification – Best Practice
	 FORMCHECKBOX 



	
	
	
	

	Signature
	
	Date
	

	
	
	
	

	
	
	
	

	
	
	
	

	Print Name & Title
	
	Agency Name
	


Shared Services Email Project
June 3, 2013    26

