
City of Winchester IT Department 



 
Information Technology’s Objective:   
 

Enable you to do at least what you 
could do before the migration. 
 



 
1) Provide an overview of Exchange technology. 
 
2) Explain the migration process.   
 
3) Provide post migration information including 
information about Outlook, Outlook Web Access, Lync, 
and mobile devices. 
 
4) Explain future training. 
 



Q. What is Exchange? 
A. Exchange is Microsoft’s Email Server. 
Q. What does this mean for me? 
A. 1) Your email address will change.  The new email format 
 will be firstname.lastname@winchesterva.gov. 
 2) Near real-time messaging  
 3) No more local files - all files are stored on the 
 Exchange server. 
 4) Email, Calendar, and Contacts all synchronize to and 
 from your mobile device.   
 5) Web mail that resembles Outlook. 
 6) Global Contacts that are managed on the server. 
 7) Shared Calendars. 
 8) Archiving with legal hold capabilities.  Every email sent 
 or received is saved.  Deleting an email from your inbox 
 does not delete it from the server. 

mailto:firstname.lastname@winchesterva.gov


Things to do prior to the migration: 
 
Clean up your Outlook environment by: 
1) Delete unneeded  
 a) emails 
 b) calendar items 
 c) tasks  
 d) etc. 
Keep your records retention requirements in 
mind.  This will shorten a user’s migration time. 
 
2) Delete email rules that are no longer in use. 
 



1) A local IT company named VIRASEC will be 
performing your migration for Outlook and OWA 
(Outlook Web Access) email only. IT staff will assist 
each user to configure mobile devices.  
 
2) Each person will be scheduled for 1 hour.  Most 
migrations will be completed within this allotted time.  
You will need to be present at your workstation during 
the migration. 
 
3) A VIRASEC technician will call you at your scheduled 
time and will ask you to connect to a “Windows Remote 
Support” link located on the website “supportnow.us”.  
(demonstrate) 



VIRASEC Remote Support Website 

Click 
Here 



VIRASEC Remote Support Website 

Click 
Run 



VIRASEC Remote Support  
 
The application will begin to download.  Once complete, you will be 
asked once again for permission to run the software.  Click “Run”. 

Click 
Run 



VIRASEC Remote Support  
 
Finally, you will see the “Allow Remote Control” screen.  You’ll be 
asked by your VIRASEC tech for the numbers in the “Your ID” field.  
You should now be connected with your VIRASEC tech inside of a 
remote support session.   



VIRASEC Remote Support  
 
VIRASEC will control your desktop and walk you through the 
migration.   
 
They may ask the following questions to understand your setup: 
 1) Do you have any email rules that you’ve set up? 
 2) Do you use any 3rd party synchronization software? 
 3) What Windows operating system you’re running? 
 4) What version of Outlook are you running? 
 5) Do you use web mail only? 
 6) Do you have any archive PST files? 
 
If you have any issues after your migration, please call or email 
VIRASEC support: 
 
Phone 888-477-9137 or 877-525-7753 option 5  
Email support@virasec.com 
 



Migration information for Web Mail only users: 
 
1) Existing email from Round Cube WEBMAIL will not be 
migrated.  Any emails that you reference frequently 
should be forwarded to your new email address. 
 
2) Existing contacts in your Round Cube WEBMAIL will 
not be migrated.  You will be required to recreate those 
contacts that you need.  It’s suggested that you work 
with contacts that are in the GAL and only create local 
contacts if you will need them to show up on your 
mobile device.  Details on personal contact management 
will not be covered in this training. 
 
 
 



Q. What about my ci.winchester.va.us email address? 
A. As part of the migration process, the IT staff will set 
any mail delivered to ci.winchester.va.us to be forwarded 
to your new email at winchesterva.gov. 
Q. I have accounts with VITA, SunGard, and other 
various internet vendors that are tied to my 
ci.winchester.va.us account.  How long do I have to 
update those? 
A. Plan on 6 months. 
Q. How do I check the spam filter? 
A. Outlook has a built in spam filter that may classify 
some mail as spam.  Check there first for spam. 
However, there is a new cloud based spam filter that 
checks for spam before it is even delivered to your 
inbox. (demonstrate) 
 



EdgeWave ePrism Spam Filter 
 
1) If there is spam in your ePrism spam filter, you will 
receive an email from “Daily Digest”.  This email is sent 
out daily and is only sent if you have spam in the box. 

 
2) The email message is opened on the next slide. 



EdgeWave ePrism Spam Filter 



EdgeWave ePrism Spam Filter 

Clicking here will take you 
to your personal 

dashboard.   



EdgeWave ePrism Spam Filter: Personal Dashboard 

Configuration options here 
are beyond the scope of 
this training course. 
 



EdgeWave ePrism Spam Filter: Personal Dashboard 

Use your new email 
address as the username 
and your Windows PC 
password to login. 
 

3) You may also access your Personal Dashboard here: 



Q. What is different in Outlook? 
A. Outlook will look and feel the same after your 
migration.  Outlook with an Exchange mail server brings 
many new features.  However, these new features will 
not be covered in this training session. 
Q. What is the difference between the Global Address 
List (GAL) and Contacts? 
A. The GAL is configured and managed on the Exchange 
server.  It will contain user contact information for users 
that have a City of Winchester email address.  There 
may be other external contacts that are manually added 
by the IT department.  Your contacts will be the same 
as they were prior to the migration.  They are 
considered your personal contacts and are local to your 
email environment. (demonstrate) 



Access your personal contacts by clicking the icon below. 



Personal contacts in Business Card view. 



Access all contacts by clicking the Address Book. 



Address Book:  GAL selected.  This information is 
managed on the Exchange server for everyone. 



Address Book:  Contacts selected.  This information is 
managed in Outlook by you. 



Address Book:  Distribution Groups will be at the bottom 
of the GAL.  You can easily spot a Distribution Group by 
the prefix “zz”.  Just like with the old email system, send 
permissions will be attached to various Distribution 
Groups. 



Contacts and Mobile Devices:  
Your personal contacts can be 
set up to synchronize to your 
mobile device.  GAL entries do 
not synch to your mobile device.  
You will still have limited access 
to the GAL when on your mobile 
device when composing a new 
email message.  The first 2 
names in the list to the right are 
from the phone’s contacts that 
were synchronized from Outlook.  
The last entry in the list is pulled 
from the GAL on the Exchange 
server. 



Q. Does everyone have access to web mail?  
A. Anyone who has an email address with the City will 
have the ability to access the Outlook Web App (OWA). 
You may access OWA through the following URL: 
http://webmail.winchesterva.gov. (demonstrate) 
Q. Am I required to be on the City’s network to access 
OWA? 
A. No.  You may connect from anywhere. 
Q. How do I log in? 
A. Log in using the first part of your email address.  
(firstname.lastname)  Your password is the same as 
your Winchester domain password.  (the password used 
to log on to your PC or on to the terminal server)  The 
IT Department will work with those email users who do 
not have a workstation on the Winchester domain. 
 

http://webmail.winchesterva.gov/


Outlook Web App (OWA):  Login page 
 



Outlook Web App (OWA):  OWA Interface 
 



Q. What is Lync? 
A. Lync provides for Instant Messaging and group chat, 
Presence, desktop sharing, and video conferencing. 
Q. Will I get Lync? 
A. You will if approved by your Department Head. 
Q. Will Lync be set up as part of the email migration? 
A. No.  Lync will be rolled out by the IT Department to 
those approved independently of the email migration. 
 
 

Microsoft Lync 
 



After your migration, schedule time with the IT 
Department.  You’ll need to come into City Hall 4th floor.   
 
Exceptions:   
Mike Pearse will assist Police users.   
Scott Kensinger will assist Fire users.   
 

City Provided Mobile Devices 
 



Future training may include: 
 
1) Additional live classes given by the IT Department. 
2) Web based self-paced learning from www.lynda.com 
or www.vtc.com. 
 
Future training will be targeting: 
 
1) Calendar sharing 
2) Resource scheduling – scheduling for equipment or 
conference rooms 
3) Meeting requests and availability checking – 
scheduling a meeting and determining the time based 
on attendee availability. 

http://www.lynda.com/
http://www.vtc.com/
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