General Starting Up Instructions for Site Reviews in Hollister

1. Turn on Machines & Log On

a. If your Domain is on list – Log on as yourself

b. If your Domain is NOT on list – Log on as student on monitor

i. Password is really all lowercase

2. Access e-mail through a browser:

a. http://www.michigan.gov/outlook
b. http://www.michigan.gov/groupwise 

3. Open IE and go to http://www.michigan.gov/migration
4. Scroll down the page and find list of sites. First link below the list of sites:
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- Site Review 2 Defect Report (March 16 - 16,

Use this form o report defects and inconsistenciew
nyour Phase 2 Ste Review Send the completed
formto pratt2@michigan gov.

-« Site Review 2 Definitions/nstructions & Test





Site Review 2 Defect Report

a. Right-click on the link

b. Choose Save Target As

c. Save it to the Desktop

5. Return to the same Migration page and find your site on the list of sites. This is the site you will be testing.
[image: image2.png]+ Location of Site Review 2 Environment
it:/129.33.82 145/mdcr
ip/128.33.62 145/dhs.
hitp/126.33 82 14Slelcense
hitp/126 33 82145 helpinghand
hitp126.33 82 145 business
/126,338 145imde.
hitp/126 33 52 1éSimshda
hitp/126 33 82 15/s0s
hitp 12633 82 4Slcwit
hitp/12633 52 1Slctt
hitp126.33 82 145lcre
hitp/129 33 82 145/e-michigan
hitp/126 33 62145 eathcareworkforcecenter
hitp/126 33 82 1éSowerrstesnow
/129,338 145/mach
hitp/126.33 52 145hids
hitp/126 33 82 14S/michigangrepares
hitp/126 33 82 1éS/safeschools
hitp/126 33 82 1éS/setwithmet
hitp/129.33 82 145 mistudentaid
hitp126 33 82 14S/sute





It will open in a new window.

6. Return to the Migration page and change the URL to the Michigan.gov site you will be reviewing.

7. Resize the windows to look at them side by side or top and bottom.

8. Look at the Known and Non issues to report. Make sure you are familiar with what NOT to report.

9. When you encounter an error to report:

a. Use SnagIt to capture a screen shot of the error.

i. You can use SnagIt to highlight the specific portion of the screen

b. Open the Defect Report you saved to the Desktop
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c. Paste the screen shot into the appropriate box in the Defect Report
d. Copy the URLs from both browsers and paste into the Discrepancy box
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e. Enter the rest of the information

f. Click File>Save As and give the file a new name. Save it to the Desk Top.

g. When  you are done for the day/session, e-mail all the defect reports as attachments to Jacob Pratt (prattj2)
10. After a Morning session – Log Off the machine.
 
After an Afternoon session – Shut the machine off.
Thank you for your assistance.

