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Live Meeting-to-Lync Transitions                       Email Templates
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Usage Guidelines

Creating an email campaign is an easy and effective way to drive awareness of around your transition from the Live Meeting Service onto Lync.   Leverage the sample email templates in this document to help you create your own email communications.  Customize the templates based on your organization’s needs, or simply  cut and paste the verbiage an use as-is.
	
	Subject
	Sender
	Audience
	Purpose

	Email 1
	Web Conferencing via Live Meeting Service is being Transitioned to Lync
	Executive Sponsor
	All users
	>Alert users to the impending change 

	Email 2
	Live Meeting Service-to-Lync Transition (T-minus X)
	IT Department
	All users 
	>Continued awareness about the transition

>Provide instructions on how to ensure a smooth transition
>Direct end-users to relevant resources

	Email 3
	Live Meeting Service-to-Lync Transition (T-minus X)
	IT Department
	All users
	>Continued awareness about the transition

>Provide instructions on how to ensure a smooth transition
>Direct end-users to relevant resources

	Email 4
	Live Meeting Service-to-Lync Transition: Conference Center Shutdown Tomorrow
	IT Department
	All users
	>Final notice about the transition

>Final instructions on how to ensure a smooth transition
>Direct end-users to relevant resources

>Notification that service will be shut down the following day

	Email 5
	Live Meeting Service-to-Lync Transition: Complete!
	IT Department or Executive Sponsor
	All users
	>Transition follow-up
>Direct end-users to relevant resources


EMAIL #1
SUBJECT: Web Conferencing via Live Meeting Service is being transitioned to Lync

Dear Microsoft Office Live Meeting User,

In the <next month/X weeks> <Company Name> will be transitioning from using the Live Meeting Service as our primary web conferencing tool onto a new product called Microsoft ® Lync™.  Lync lets you connect your work and your team in completely new ways and will replace the Live Meeting Service for all our organization’s web conferencing requirements moving forward; in fact the Live Meeting Service conference center will be completely decommissioned at a future date.
Why are we moving to Lync?

· <Insert your value proposition: communicate your ROI, let people know why you’re making the move >

Lync benefits
Improved web conferencing features: 

· Delegate scheduling with a single click from within Outlook

· Promote and demote attendees easily with a single click
· OneNote integration

· Ability to view PowerPoint speaker notes

· Better-quality application sharing performance and resolution

A single client for meeting, conversing, and collaborating: 

· Use Lync to connect with others through instant messaging or voice <remove if not deploying voice>
· Share your desktop or individual programs

· Join online meetings, revise and compare content, and present information easily from wherever you are
A way to bring people to your work (instead of bringing your work to people):

· Start conversations and collaborate directly from Microsoft ® Office programs
Your computer as a phone <remove if not deploying voice>
· Use Lync as a phone on your computer

· Lync provides access to voice mail, single-click calling, and calling by name rather than number
What does this change mean to me?

For the next <insert time period>, you will still be able to use the Live Meeting Service as you do today.  Additionally, the Lync client will be deployed to your desktop.  Despite the fact you will have access to Live Meeting for several more weeks, I strongly encourage you to take this time to learn more about Lync; it’s your responsibility to educate yourself on Lync and take the required steps to transition off the Live Meeting Service.  
CALL TO ACTION

· Attend Effective Conferencing with Microsoft Lync: Transitioning from Office Live Meeting training session <insert link here>
· Visit <insert link here> for information on Lync transition progress and additional Lync resources

· Contact <insert contact point here> for question or concerns related to this transition

· Watch your inbox: More information and specific transition instructions will follow from our IT group shortly
Looking forward to seeing you all on Lync!

<Executive Sponsor>
EMAIL #2
SUBJECT: Live Meeting Service-to-Lync Transition (T-minus X)
Dear Microsoft Office Live Meeting User,

As mentioned in the last communication from <Executive Sponsor Name>, our organization will be launching Microsoft ® Lync as our new web conferencing and collaboration tool.  Lync will fully replace the Live Meeting Service as our primary web conferencing tool and our Live Meeting Service will be shut down on DD/MM.
Why are we moving to Lync?

· <Insert your value proposition: communicate your ROI, let people know why you’re making the move >

How will this change impact my Live Meetings?

1. Existing and future Live Meetings: Once the Live Meeting Service is shut down, any existing or future meetings will be deleted.  In order to avoid disruption to these meetings, cancel any existing/recurring/ future Live Meeting Service meetings and reschedule using Lync.
2. Recordings and reports: Any existing recordings and reports will be deleted.  Download and save any recordings or reports you want to save to your local computer.

How do I get started with Lync?

Your computer is ready to start using Lync today.  The Lync client was recently deployed to your computer which automatically gives you access to begin scheduling Lync Online Meetings from your Outlook calendar.  

To get started, review and follow the actions called out below.
CALL TO ACTION

Start using Lync today:
· Attend the following training classes to get started with Lync:
· Introducing Microsoft Lync to set up Lync and organize your contacts
· Best Practices for Microsoft Lync Conferencing to learn how to schedule and present meetings using Lync 
· Obtain and configure your Lync device(s) (headsets, etc..)  <remove as-needed>
· Configure your dial-in conferencing settings and personal identification number (PIN)
· Customize your Lync options: <include screenshots as appropriate>
· Conversation history options (in Personal options) 

· Profile picture (in My Picture options)

Rampdown your Live Meeting usage:
· Cancel any existing/recurring/ future Live Meeting Service meetings and reschedule using Lync

· Download and save any important recordings, content or reports to your local system (see attached datasheet for guidance)

· Delete Live Meeting Service conference center URLs and/or Portal URLs from your favorites 

· Uninstall the Live Meeting Service client and add-in <remove if IT does this on behalf of users>
Where can I get additional information on Lync and this Transition project?

· Keep up to date with our transition progress  <insert the link to the home page of your Lync intranet site>
· For technical support contact <insert support link here>
· Contact <insert contact point here> for question or concerns related to this transition

· To provide feedback on your Lync experiences visit <insert link to a feedback survey you’ve posted internally>
Regards, 

<IT DEPARTMENT REPRESENTATIVE>

EMAIL #3
SUBJECT: Live Meeting Service-to-Lync Transition (T-minus X)
Dear Microsoft Office Live Meeting User,

Our Live Meeting Service will be shut down in X days!  By now you should no longer be using the Live Meeting Service and you should be using Lync as your primary web conferencing and collaboration tool.  To avoid disruption to your meetings, please take the actions listed below.

Why are we moving to Lync?

· <Insert your value proposition: communicate your ROI, let people know why you’re making the move >

How do I get started with Lync?

Your computer is ready to start using Lync today.  The Lync client was recently deployed to your computer which automatically gives you access to begin scheduling Lync Online Meetings from your Outlook calendar.  Additionally, Lync validates your credentials against your Active Directory account, so no further validation is required.  

To get started, review and follow the actions called out below.
CALL TO ACTION
Start using Lync today:
· Attend the following training classes to get started with Lync:
· Introducing Microsoft Lync to set up Lync and organize your contacts
· Best Practices for Microsoft Lync Conferencing to learn how to schedule and present meetings using Lync 
· Obtain and configure your Lync device(s) (headsets, etc..)  <remove as-needed>
· Configure your dial-in conferencing settings and personal identification number (PIN)
· Customize your Lync options: <include screenshots as appropriate>
· Conversation history options (in Personal options) 

· Profile picture (in My Picture options)

Rampdown your Live Meeting usage by DD/MM
· Cancel any existing/recurring/ future Live Meeting Service meetings and reschedule using Lync

· Download and save any important recordings, content or reports to your local system (see attached datasheet for guidance)

· Delete Live Meeting Service conference center URLs and/or Portal URLs from your favorites 

· Uninstall the Live Meeting Service client and add-in <remove if IT does this on behalf of users>

Where can I get additional information on Lync and this Transition project?

· Keep up to date with our transition progress  <insert the link to the home page of your Lync intranet site>
· For technical support contact <insert support link here>

· Contact <insert contact point here> for question or concerns related to this transition

· To provide feedback on your Lync experiences visit <insert link to a feedback survey you’ve posted internally>
Regards, 

<IT DEPARTMENT REPRESENTATIVE>

EMAIL #4
SUBJECT: Live Meeting Service- to-Lync Transition: Live Meeting Service Shutdown Tomorrow

Dear Microsoft Office Live Meeting User,

The deactivation of our Live Meeting Service conference center will occur TOMORROW!  Today is the last day to take the following steps to ensure an easy transition off Live Meeting.  Failure to follow the steps below will result in the disruption of your meetings and loss of critical information.
CALL TO ACTION
Start using Lync today:
· Attend the following training classes to get started with Lync:
· Introducing Microsoft Lync to set up Lync and organize your contacts
· Best Practices for Microsoft Lync Conferencing to learn how to schedule and present meetings using Lync 
· Access classes here: http://office.microsoft.com/en-us/communicator-help/lync-instructor-led-training-HA102465959.aspx 

· Obtain and configure your Lync device(s) <remove as-needed>
· Configure your dial-in conferencing settings and personal identification number (PIN)

· Create your Contacts list
· Customize the following Lync options: <include screenshots as appropriate>
· Conversation history options (in Personal options) 

· Profile picture (in My Picture options)

· Call forwarding options (in Call Forwarding options)
· File saving location (in File Saving options)

Stop all Live Meeting usage today:
· Cancel any existing/recurring/ future Live Meeting Service meetings and reschedule using Lync

· Download and save any important recordings, content or reports to your local system (see attached datasheet for guidance)
· Delete Live Meeting Service conference center URLs and/or Portal URLs from your favorites 

· Uninstall the Live Meeting Service client and add-in <remove if IT does this on behalf of users>
**Failure to take these steps will result in the loss of critical information and/or meeting disruption!!**

Where can I get additional information on Lync and this Transition project?

· Keep up to date with our transition progress  <insert the link to the home page of your Lync intranet site>

· For technical support contact <insert support link here>

· Contact <insert contact point here> for question or concerns related to this transition

· To provide feedback on your Lync experiences visit <insert link to a feedback survey you’ve posted internally)

Regards, 

<IT DEPARTMENT REPRESENTATIVE>

EMAIL #5
SUBJECT: Live Meeting Service-to-Lync Transition: Complete!
Dear Microsoft Office Live Meeting User,

The work to transition our web conferencing from the Live Meeting Service onto Lync is now complete.  We hope you are enjoying using Lync as your primary web conferencing and collaboration tool.
For additional information on Lync, please see the resources listed below.
We want to hear from you! (OPTIONAL)

· We’d love to get your feedback regarding both your experience using Lync as a product and with this transition project.  Please click on the link below to complete our survey and submit your Lync success stories <insert link to survey>!
Where can I get additional information on Lync and this Transition project?

· For technical assistance with Lync post-transition, visit <insert the link to your Lync support site>

· For more information regarding Lync, visit <insert the link to the Help and training page of your Lync intranet site>

· For Microsoft-hosted Lync training:
· Instructor-led: http://office.microsoft.com/en-us/communicator-help/lync-instructor-led-training-HA102465959.aspx 
· Self-paced: http://office.microsoft.com/en-us/communicator-help/redir/XT010274552.aspx?CTT=5&origin=HA102465959 
Regards, 

<IT DEPARTMENT REPRESENTATIVE> or <EXECUTIVE SPONSOR>
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