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Checklist of Tasks

This checklist is designed to ensure you have completed all readiness tasks before your account is upgraded to

Outlook.
[ know my Western ID and password. [IYes [INo
[ have copied my signature(s). [IYes [INo[IN/A
[ have listed all names in the Proxy Access List. [IYes [INo[IN/A
[ have copied all of the rules that [ would like to re-create in Outlook. [1Yes [ONo[IN/A
I have copied access of folder I have shared with others. [1Yes [ONo[IN/A
I have copied access of folders others have shared with me. [IYes [INo[IN/A
[ have printed or captured a copy of my calendar. [IYes [INo[IN/A
[ know how to access the education material on the Schulich IS intranet. | L1 Yes [ No
I know how to contact the Schulich Helpdesk. [lYes [INo

Information Services, Schulich School of Medicine & Dentistry, Western University

t. 519.611.2111 x. 81377 helpdesk@schulich.uwo.ca www.schulich.uwo.ca/is
Western



