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Before Migration

Moving files to network location

The purpose of the file relocation/transfer is to provide YOU a way in which you can transfer your
personal files to your new computer with as little aggravation as possible. If you know where your
personal files are, move them to the H: drive and skip this procedure.

Search for files:

Start your search by opening the Microsoft Windows Explorer application:

I i Accessories @ Arcessibility »
@ Microsoft Office Tools k @ Communications ]
@ Sharp Reader 4 @ Entertainment »
@ Snaqglt 8 » @ System Tools »
@ Startup b5k Address Book
@ Symantec Client Security » ,—‘*E Calculatar L applicatic
7l Adobe Reader 7.0 B8 Command Prompt
@ Internet Explorer g Motepad
Microsoft Access 'g Paint
Microsaft Excel €)) Program Compatibility Wizard
Microsoft FrontPage .:!- Remote Desktop Connection
New Office Docament LN Microsoft Qutook Q‘I Synchronize
Microsaft PowerPoint &) Tour Windows ¥P
_; Open Office Document W] Microsoft Word [2 WardPad
g, Remote Assistance % wWindows Explorer

WinZip

@ Windows Media Plaver

@ Microsoft ActiveSync

A2 Acrobat Distiller 7.0

E!'_w Adobe Acrobat 7.0 Professional
£ adobe Designer 7.0

@ Microsoft Office

@ Oracle - OraHome32

@ Oracle Installation Products

@ Help and Support @ Action Request System
=
2

|Displays the files and folders on your

Programs

Documents

-

Settings

Search k

i@ citrix

Run. .. @ Roxio

M winzip

& DCDs

@ PowerDVD

@ Remedy Help Desk Manager
@ Remedy Help Desk Support

T T v v v v v

Log Off

Shut Down...

1. Click on <START?> then <Programs> then <Accessories> then <Windows Explorer>.

Note: Sometimes the Windows Explorer icon has been moved. If you don’t find the Windows
Explorer icon using the above command, try the desktop or the taskbar.
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Select the drive & click the Search button:

REET
| File Edt View Favories Togks  Help ﬁ
J = Back «~ = - ||@Search [E\;/Fnlders ) | B O x5 | [Ex]~

J.ﬂ.ddress I@. Iy Computer j @GD

Search x

{x e | @ [ 2 gvs on '25-vick-itFs2' (Fi)

@ Search for Files and Folders My Computer S watershbl on 'HCS084vsnbpfo04iDleg4iBwpiHome’ (H:)
=2 shared_j on '25_vick_fs1ivolz' (1)

Search for files or folders named: Local Disk {C:) E25vs on '25_vict_fs1' ()

| Local Disk. =2 Mtpafsz on ‘25 _jtpa_fsiivoll' (R

&2 shared on 'HCS084vsnbpfO04 Dlegd|Bwp' (5
Containing test: Capacity: 74.3 GB E2Public on '25_vick_fs1\Svs' (23

(=7 Contral Panel
I [0 used: 5.80 GE

Look, in:

IE—EJ, My Cornputer j
Search Mow I Stop Search |

[ Free: 68,5 GE

Search Options <<

[T Date

I Type

[ Size

[ &dvanced Options

Indexing Service iz currently dizabled,

Search for other items:
Files or Folders
Computers

Feaple

Intermet

|1 objectis) selected |E.D_Jl My Computer v

Once the Windows Explorer has been launched, it should bring you to a screen that looks like the
one above.

2. Click the <Local Disk(C)>, inside the <My Computer> tab.

3. Click the <Search> button on the top of the screen.
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Select the Files and Folders option:

Search for filez or folders named:

Containing test:

Look in:

IE Local Harddnves [C:]

Search Mow I

Stop Search |

[T advanced Options
Indexing Service is curently disabled.

Search for other items:
Filez or Folders

Select an ikem ko wiew its description.

Capacity: 74.3 GE
[0 vsed: 5.51 cB

[ Free: 68.5 GE

See also;

My Docurments

My Metwork Places
My Computer

[:I Documnents and Settings
[:I Drvs
CJEPSON

[:I mmain

[:I My Music
CanDRs
Mol
Caracle

Ca pdi

Ca Program Files
_ IRECYCLER

=Y
J File Edit ‘iew Favorites Tools  Help | 1

J RBack = = - | @ search [y Folders cH | By OE 5 | Eq~

| address = Local Disk (C:) =] @
Search x I_l-' ---------- | [ _tin_insert InfrTaal.ini

; L £ _winMediat_4_o =] 10.5%5

= - ==
Eren | = 3 Clcem apps %] MSDOS.5YS
] Search for Files and Folders Local Disk (C:) [CJoata I NTDETECT.COM
Coel %] nldr

8] NTUSER. DAT
|=#8] NTUSER. DAT . old
%] pagefile.sys

Eﬂ susInsta.vbs

Extsetup, sif

WTBLLS. WL

| System Yolume Information

D temp

1 TheDatawsh
CIwINNT

[:I WlTermp

T AUTOEXEC.BAT
8] BOOT . BAK

=| boot.ini
CAPD3S. IMF
%] COMFIE.5YS

Computers devicetable, log
People grc.bxt
Intemet InfrTool.~in
< | i
42 object(s) 757 MB A= My Computer Y

After clicking the <Search> button, you should get a screen that looks something like this.
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Insert file parameters:

i
J File Edit W“iew Favarites Tools Help ﬁ
J $aBack + = - ||la53.ar.:h Lo Folders ®|%‘ O = rﬁ)lv
| Address | = Local Disk (C:) | @
Search x 1 =1 [:I _tin_insert InfrToal,~in
GEnew | @ '—' L O winMedias_4_3 IrfrTool.ini
3 Cloom apps =] 10,5%5
@ Search for Files and Folders Local Disk (C:} [ JData | M3DOS.5Y3S
CdDel [T INTDETECT.COM
Eﬁa@&fnr files or Falders named: Select an item bo view its description. [l pocuments and Settings 1| nkldr
[dos Corvs =] WTUSER. DAT
o Capacity: 74,3 GEB (CJEPsom 28] NTUSER.DAT.old
Containing text: [CJmain | pagefile.sys
| O used: 5.51 GB 1 #y Music 2] POIALDIT.LOG
i [ Free: 6.5 GB Cmpes preyused, bk
ool — [ ovel susInsta.vbs
=2 Local Harddrives [C:) j Clarace Exksetup, sif
[ pi WTELUIS, LWL
Search Maw Stop Search | [CJProgram Files
__|RECYCLER
Search Optiohs << | 5ystem Yolume Information
[T Date Cltemp
Thelatakwel
[T Type Cah 2
" | CawInnT
[ Size See also: I wWTemp
. —
[T Advanced Options My Documents [F|AUTOEREC BAT
. L. ) Iy Metwork Places
Indexing Service iz curently disabled. |#]BOOT BAK
My Cormputer = b .
= boaot.ini
Search for other iterns: CAPOES. INF
Flles or Folders /%] CONFIE.5%5
Computers devicetable.log
People =] gre.bxt
Internet
|42 object(s) 757 ME = 1y computer 4

5. Type an <asterisk><period><file extension> (the example here uses .doc, which is a Word
Document) of the file type to be searched, in the <Search for files or folders named:> box.

6. Make sure the <Look in:>box is looking in the <Local Disk (C:)>. Ifitisn’t, click on the

arrow at the right of the <Look in:> box, and select <Local Disk (C:)>.

7. Click the <Search Now> button at the bottom of the screen.
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Review Search results move files:

#4 search Results =101 x|
J File Edit Wiew Favorites Tools  Help ﬁ
J 4=Back * = - ||@58arch L3 Folders ®| Freglr RO o | -
| Address I@ Search Results >l e
Search X —1 |
- | | Data ¥alidation.doc
CF New | €] In Folder: CADocuments and
- Settingsimatersb1iDeskiop
B Search for Files and Folders Search Results Size: 54,992 bytes
Type: Microsoft Waord Document
Modified: 1/8/2008 2:49 PM
Search for filez or folders named: foi
I".doc
Contairing tes: I-_E. wirword, doc @winword.dnc
I-_E. winwordz,doc @winwordzdoc
I ] wirword. doc @Readme.doc
Laock i I-_E. winwordz2 . doc ?README.dDE
g | 0ata Validation.doc ) e INWORDE, DOC
Local Harddrives [C: - =
IQ () J L-E. eta.doc Ibridge.doc
’—I Laptops.doc W | unattend. doc
SEETEN e Siop Ssuich | L-_Ei Mil Adopt - Data Capture instructions, doc Ibridge. dac
L-_Ei Preparing For ML migration.doc unattend.dou:
L-_Ei Preparing For ML migration_BWP.doc
I™ Date [ | ~$eparing For M1 migration,dac
[7 Type ~$eparing for M1 migration_BWP, doc
[ Size B CONCUR-NONCONCUR TEMPLATE.doc
™ Advanced Optians WI#\—PMIG APPEMDIx Part C.doc
] o ) )/ 14-PMIG Ch.2-3 Part A.doc
q . =
Indexing Service iz cumently dizabled WIF\—PMIG Ch4-13 Part B.dac
Search for other items: LE. WIAPMIG P ltr.doc
Files of Folders |y 1a_PMIG_Part_A.doc
Compulers )18 PMIG_Part_B.doc
_D_PED Ie )18 PMIG_Part_C.dac
E— T _PMIG_PIL doc
Internet
|1 object(s) selected |?5? MB | My Computer &

After the search is completed, you should get a screen that looks something like this.

8. Select the files you want to move by clicking on them as you hold down the <CTRL> key.

9. Right-Click or Edit / Copy these files.

114-PMIG AP

M MetWare Copy...

/T _PMIG_P.

WIA-FMIG Ch
paEslilefay  Scan for Viruses, .,
/TA-PMIG PI Cpen With 3
NGl add o Zip
1A _PMIG_P.
:. - - Send To 3

9 |Ia PMIG P Cut
L-_E. wirward, doc

— Create Shortcut

o put them in the e pelate

Rename

mand.

Properties

Preparing for Michigan one Migration
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Move the file(s):

File Edt View Favorites Tools  Help

ek - = - 3] | @search Chrolders A | S T X | B

address [\ my computer

SLocal Disk (€:)
=workHD (E:)
Psyson'2s

on HCS

D Shared o ol
Select an item to view its description, S5 on ‘25 _vict_fs1' (Qs)
52 3tpafs2 on ‘25 _jtpa_fstivoll (R}
Eﬁﬂ;“* fiies and folders on your (=9q,4 04 on 'HES0B4vsnbpFOOHDleg B’ (5:)
S2Public on 25 _vict_fs1isys' (Z)
See also: (0 Control Panel
My Documents
My Network Places
Wetwork and Digkup Connections

10 cbject(s) [\ My Computer

#start H OaHe® i 8 | @Hovel Grauptiise - Mailbox | (@) Detrai: Hews Criine | Ho... | B3 Preparing for H1t migrati... | @My Computer

LR B ae7amM

J File Edit Miew Favarites  Tools  Help

',_EJ___ My Computer

J 4= Back - = - | ‘Qsearch [ Folders ®|E’ L x | E-

J Address My Computer

Select an item o view its description. S oys on '25_vict_fs1' (G}
_ _ =2 Jtpafsz on '25_jtpa_fs1ivoll' (R:)
E;sl_ﬁ'lljauﬁ:he Files and folders on your =2shared on 'HCS084vsnbpfo04\Dlegd\Bwp' (52
=2Public on '25_wvick_Fs1i5vs' (T
See also: (%] Cantral Panel
My Diocuments
My Mebwork Places
Mebwork, and Dial-up Connections

X [ | [=Local Disk (T
IEI J [=dwarkHD (E:)
R = Sys nn ' 2Esick-FeRHE
My Computer Swatersbl on 'HES084wsnbpfO04Dleg\ BwpiHome' (H:1

After selecting the file you want to copy, open up your personal space on the H: drive.
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10. Select a location on the H: / drive or you can Double-Click on the drive and open it up to a
new window.
11. Right-Click or Edit, again, and Paste these file to your H: drive.

View b
Arrange Icons g
Lime U Ieons

Refresh

Custarnize This Faolder. ..

.
Paste Shortout
Mew 3
Properties

12. Continue this for all files you want to move from your C:/ drive.

REMEMBER: Once you move your files, you will need to look in their new location to
retrieve them in the future.

Some file types you may want to search for:

*.pdf Adobe

*.db Database

*.dic Dictionary

*.dct Dictionary

*xI* MS Excel

*.pst Outlook archive or personal files

*.bmp Picture

*.jpg Picture

*.pp* MS PowerPoint
*mmp  MS Project

*.rtf Rich text format
*.vsd MS Visio

*.doc MS Word

*.dot MS Word templates

*tif Picture
*.wp* Word Perfect
*.Zip Zip

If you have other specialized software that writes files to your C:/ drive, determine the file
extension that the software uses, and search for those files as well.

Preparing for Michigan one Migration Page 9 of 18



Change default file save location

Before the actual migration it may be beneficial to change the default location of the location used to
save. Additionally, it would be beneficial to save all information to your network H: drive. The
following example uses the Microsoft Word application. Most Microsoft applications will look similar
to this. Competing this for one Microsoft application will not change the default for the others. You
must do this for each application that you want to change the default file save location.

Application options

&l Document5 - Microsoft Word g@g|
File Edit View Insert Format | Tools | Table } Window Help Adobe PDF  Acrobat Comments -x1
O = 2m| SE T wﬂd Grammar... F7 o - Normal » Times MewRoman = 12 » T E »
- Language 2

Word Count... p—
L g ol 1 I L B SR .. -
Speech —
T Letters and Mailings 3
Tools on the Web...
_ —— |
Customize...
| Options... |
»
Changing the dé e Save xumuu\fq
™
: A
- +
S =]
i T
= 13.::- ﬂ 3
Page 1 Sec 1 1/1 At 17 In 1 Col 40 L

1. Select <Tools> <Options> from the application dropdown menu.
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Select file locations

&l Document5 - Microsoft Word

File Edit View Insert Format Tools Table Window

DedIn 'Dptions
DR |

Security

User Information

Yiew | General

Spelling & Grammar

Help  Adobe PDF  Acrobat Comments

rack Changes

I Compatibility File Locations

| Edt |

v Highlight
[~ Bookmarks
W Status bar

Changing the defau [V ScreedTips

W Windows in Taskbar
[ Eield codes

Field shading;

When selected hd

¥ Smart tags

¥ Animated text

¥ Horizontal scroll bar
¥ Vertical scroll bar
™ picture placeholders

. Formatting marks
i [~ Tab characters
[~ Spaces

[~ Paragraph marks

. I Drawings
E [~ Obiect anchars
[™ Text boundaries

Outline and Mormal options
™ Wrap to window

Print and Web Layout options

™ Hidden text
[™ Cptional hyphens
I al

¥ Wihite space between pages (Print view only)
¥ Vertical ruler (Print view only)

Style area width: a

™ Draft font: Mame I-:-:_-u:.e. Mew ;I Size: I}-'_: ﬂ
. oK I Canicel
"
=@z 4
Page 1 Sec 1 11 At 1= ln 1 Col 40 REC TRK EXT OvR G A

After selecting <Tools> <Options> a screen like above should appear.

2. Click on the <File Locations> tab.

Preparing for Michigan one Migration
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Modify default save location

[ = 0S0

File Edit Wew Insert Format{kkis GLatio
O = = = [& &= Laok in: Ix on ‘HesDa4vsnapfo., j & B Tadls -
= B (T — |1 Expenses [CMITEC
ChA0D [ Federal Hours [ZhMy eBooks
History [ Atrium [E)HData M\,r Shapes
(ChAudit |=iHome funds [Ehmy videos
@ [CIBA Meetings [)Homeless Management Info System  [C)MCSHA
View I General [C5)Big mave IS Housing locator ) 0ffice Moves
Security I Speling & My Documents [C1BusContPlanning E=HR [Ehoutiook archive
i [CiContracts [EhInstructions IChPersonnel
User Information I dJ Chcoso 1T Costs P
File locations [LiData Warehouse IC5)TT Steering Committes IC)Printers - MSHL
dfeldpausch's MLsic |KeriDoors [EhProjects - Misc
@dfeldpausch's Pictures [CLender on line [ChPurchase policy
| Clinart pictures DI [)logo b sent Archive
User tEmplates [CiEmphasys EmIsa [Ehstaff directory
Workgroup templates [)Equipment orders EhMitas | State shutdowr
AutoRecover files
Tools A | 2
Startup = Folder name: I ;I oK
My Metwark 1
Places =
-
N
@
z
Ok | Close | b
EXT O E7

After clicking the <File Locations> tab, the Options screen shows the detail.

Nookow

Preparing for Michigan one Migration

Select <documents> in the Options popup screen.
Click the <Modify> button.
Select your H:/ drive as the default location.
Press the <OK> button.
Close the Options screen by clicking on the <Close> button.
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Saving your Favorites

These steps will allow you to save your favorites from Windows Explorer, and transfer them to your
new computer’s Explorer program.

) Google - Microsoft Internet Explorer _ (O] x|

J File Edit ‘iew Favorites Tools  Help ﬁ

J dmEack ~ = - @ ﬁ- | @Search [Z] Faworites @Media @ | %v 5 @
J.ﬁ.ddress Ié:l htkp: f fens, google . comyf j f}GD JLinks J @ T

Web |mages Maps MNews Shopping Gmail more « iGoogle | Sigh in ﬂ

Import/Export Wizard |

Welcome to the Import/Export
Wizard

The Import/Export wizard allows vou to easily import and
export information from Internet Esplorer like Favortes and
Cookies to other applications or a file on pour computer.

Click Mext to continue or Cancel bo exit thiz wizard.

< Black I Mest » I Cancel |

[~
|:é:| I_ I_ I_ |ﬂ Internet 4

1. Click on <File> then <Import and Export>, then you should get a screen that look like the
one above.
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Import,/Export Wizard x|

Import/Export Selection
'ou can zelect what to import or export.

Chooze an action to perform.

| ImEn:nrt Fawvarites — Dezcription
Expart favorites to another browser aor file.

Import Cookies
Export Cookies

< Back I M et = I Cancel

2. Select <Export Favorites> and then click <Next>.

Import,/Export Wizard x|

Export Favorites Source Folder
Select which folder you want to export from,

nkz

l:l Bookmarks Toolbar Folder

< Back I et > I Cancel

3. Select the folder Favorites and click <Next>.
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Select Bookmark File | Import/Export Wizard Xl

X " = Export Favorites Destination
Savein: | 53 watersh1 an HES084vsnbprD4\DIeg4\Bwp\j & cF v Select where pou would ke your favorites exparted to.
Histary

m Desktop

@ Iy Documents “You can export your favorites to another web browser or file.

{3 My Computer
= Local Disk [C:]
‘@ Compact Disc [D:) I j

g ;vorkH[?Z[;:]_ 2 ) % Export to a File or Address
¥son - ICE-I-TE, N

= emov & Dizk IC:\Documents and Settingswatersb 1My Documentsht

L
=1 nbpfO044Dleg4'Bwp'

s et - Browse... |
=2 Jtpafs2 on '25_jtpa_fs1Wall' [R:)

=2 Shared on 'HCS084vsnbpf0044Dleg4 Bwn' (3
=2 Public on '25_vict_fs14Sus' (7]
My Metwork Places

(] Bridges Repart j Save I
_ PMIE_-REWE“:‘ j Cancel |

T Ty
4

€ Export o an Application

< Back | Mext > | Cancel |

4. On the right you will see a screen that looks like this. On this screen you are selecting were
you wan your Favorites to be saved. Click on the <Browse> button so the screen to the left
appears. On this screen select the H: drive and click <Save> so you will save your Favorites
will be saved with all your other documents on the H: drive. Then click <Next> and then
<Finished>.

CO—— i
J File Edit Wiew Favorites Tools Help ﬁ

J smBack « = - | ‘@hsearch [YFolders o4 | g 2 > & | -
J.ﬁ.ddress =2 watersbl on 'HCSEIEiWsnI:p_fFEIEW__ﬂIlE.gf}_'@a_\E'I,HDmE' (H:) j f{)GD

L
watersbl on
'HCS084vsnbpf004
\Dleg4
\Bwp\Home" (H:)

This folder is Online,

Select an item bo wiew its LI

Aacrrimbinn

1 object(s) 26.1 KB ioE Local inkranet A

5. Once you have finished go to your H: and check to see if there is a file that looks like the one
in the screenshot above. If you see that file your have successfully saved your Favorites and
you are done.
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Making a copy of your desktop icons

Make a copy of your desktop, and place it next to your PC on the night of your migration. DIT will

make an attempt to restore your desktop icons on your desktop.

el A

Note: If you have desktop icons that point to documents saved on your C:/ hard drive, these icons will

Close all applications so that your desktop is visible.
Hold down the <ctrl> key and press the <print screen> key.
Launch MS Word, and open a new blank document.
Perform a paste on the new document. The desktop image should display on your document.

have to be changed to point to the new document locations.

Email Archive

If you have not been archiving to the Hard drive (C:) of your PC, you do not have to go through these

steps.

Email archive options

J %Address Book
J W - Elrepy - I
(%) Brian Waters

Serk [ems

[ Chechlist
-~ [E] Cabinet

- [E] Documents
[ Work In Progress
3 Junk Mail

U Trash

%4 Change the default settings
File Edit Yiew Actions | Tools ‘Window Help

Address Book,
Dial Sender

=10l x|

b+ CorMewTask - Yy | | '|D -

Junk Mail Handling. ..

Rules

Find.. . Chrl+F
Stap Find Esc
Busy Search...

Date Difference. ..,

Mame

Show: All Categaries  &p

Date ©

nomic Growkh Intranet Webinar &

Ft PI07-20 Change 2 FY 2005 JET

Mass Dacument Operations. ..
Feplace Document With Backup

Hit the Road...
Check Mailbox: Size..,

Sharon Zeien
Pamela Yance
Pamela Yance
Brzezinski, Paula {DLEG)
Pamela Yance
Pamela Yance
Steve HEMRYS
Steve HEMRYS
Llawd Canwway

1. Select <Tools> <Options> from the Outlook dropdown menu.

Preparing for Michigan one Migration

2{1/2008 1:37 PM
2/1/2008 9:28 AM
2/1/2008 5:48 4M
1/31/2008 11:54 AM
1/31/2008 11:50 AM
1/30/2005 1:30 PM
1/25/2008 1:01 PM
1/25/2008 10:13 AM
1/24/2008 3:13 PM

Selected: 1 I Total: 2
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E nvironment Send Documents

B &l &

SecLrity Certificatez  Date & Time

Cloze |

After selecting <Tools> <Options> a screen like above will appear.

2. Select the <Environment> tab by clicking on it.

Envionment 2/ x|

Generall Views Eleanupl Default .-’-'-.u:tiu:unsl Signaturel
; it:'\.Data'\.ﬁ.n:hive'\} @

Cuztomn views:

| 3
Save, check out;

| 3
Caching mailbosx directony:

IE:'\.N ovelh\Grouphyfizeawstrak 3 [

F. I Cancel

3. Select the File Location tab. The Archive Directory location is where you are currently saving
your achieved files.
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Browse For Folder ed |
Select Folder
EI@ My Carnputer ;I

[+-= Local Disk {Z:)

@ Compact Disc (D)

--E warkHD (E:)

-5 Sys on '25-vict-it-Fs2' (F:)

% watersbl on 'HCS084vsnbpfO04Dlegd Bwy
-5 Sys on '25_vict_fs1' (Q1)

-5 Mtpafs2 on '25_jtpa_fstivalt’ (R:) =

Falder: I watershl on 'HCS084vsnbpfO04) Dleg4 BwpiHe

K I Zancel | Mew Folder |

o

4. After pressing the <Yellow Folder> button you should receive a file browser screen as shown
above. Find and select the H: drive and then press the <OK> button.

Environment 2
General I Yiews  File Location | Cleanup I Drefault sctions I Sighature I
Archive directany:
| o =
Cuztorn views:
| L
Save, check oub:
| e
Caching mailbox directony:
IE:HNDVEII"-.Gru:uup"v\-"ise'\gwstrakS [
(] I Cancel

5. Verify the file location is now on the network drive.

6. Press the <OK> button to complete.

Preparing for Michigan one Migration
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