Rule Routing during SPO Migration - October 7, 2024

This guide is for rule leads that will need to continue their rule review or routing process during the SPO migration of rule SP sites. Rule
leads are being asked to move documents temporarily to a space on the GR OneDrive during migration and then move them back to SPO
and delete the file after migration.

Goals

e Allow rulemaking reviews and development continue without disruption during Sharepoint Online migration.
e Allow SPO migration happen without disruption.
e Manage rulemaking file and prevent unintentional consequences related to records.

Things you will need

e Rulemaking documents in your current rulemaking site that need to be routed
e Microsoft Edge
e Accesstothe GR OneDrive folder created for your rule documents

Before you begin

e Schedule time before October 7 to review these instructions and determine what documents you will need during migration.
o Steps 1-12 need to be completed no later than 5pm on October 6.

e  You will not be downloading all your documents; instead, only choose the documents that will need to be developed or reviewed
during migration.

e Continue to work on the documents in OneDrive during migration, with a planned stopping point with your team once you are
settled into your new SPO rule site.

e Contact Katie Wolt or Laurie Dumar in Governmental Relations if you have any questions. You can also refer to the GR SPO
Migration Team or the GR Migration SPO site for more resources.


https://teams.microsoft.com/l/team/19%3AqhcX-XqZ8la-0KTEI8bVxhH_dSOOf6VsdUdWAWzFJI01%40thread.tacv2/conversations?groupId=9a168968-cb5d-4463-b644-c55a929d6342&tenantId=11d0e217-264e-400a-8ba0-57dcc127d72d
https://teams.microsoft.com/l/team/19%3AqhcX-XqZ8la-0KTEI8bVxhH_dSOOf6VsdUdWAWzFJI01%40thread.tacv2/conversations?groupId=9a168968-cb5d-4463-b644-c55a929d6342&tenantId=11d0e217-264e-400a-8ba0-57dcc127d72d
https://stateofwa.sharepoint.com/sites/ECY-GRSPOMigration

1. Navigate to your rulemaking Sharepoint site in the on-prem environment (this is your current rulemaking SP site).
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2. Navigate to the rulemaking document library in your site. Click “Library Settings” under the library tab.
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3. Under Library Settings, click “Manage files that have no checked in version.” We want to make sure that there are no checked-out
versions of your rulemaking documents in your library before migration begins on October 7.
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4.

If you don’t have any files listed, you can move ahead with the next steps. If you do have files checked out, please check them
back in. If you have any trouble checking the documents back in, please contact Katie via Teams chat and she can do it for you.
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5. Next, you will need to make sure you have access to the GR SPO Migration folder that has been created for you. Open your file
explorer and navigate to OneDrive - Washington State Executive Branch Agencies\General - ECY-GR Staff\SP Migration. You should
see a folder that has the AO number associated with your rulemaking. This is where you will be adding your documents.

A Not secure

Y Mmoo @ bW s - D

partnerweby/sites

< O m
SharePoint

BROWSE PAG

WP ECoLoaY

Documents
Pages
Recent
Rulemaking Documents

Site contents

# EDIT LINKS

ARl Fouow « eom O
s B )
AO « > ~v ¢ > OneDrive - Washington State Executive Branch Agencies > General - ECY-GR Staff > SP Migration v O Search SP Migratio pal v 0
A Noise A O Name h Status Date modified Type Size
Records Mot AO23_03 SPO Migration Docs z
RegReformEQ @9 BestPracticesForfileMgmt O] 114 K
SBLT 19 GR-SP-Migration-Agency-Request-le.. @ 45K
Self-Care
Al SharePoint Hel|
RU SP Migration
A023_03 SPO
Yoy
wH Staff Meeting
Templates
St Tools & Technii
vi
Training
Microsoft Teams
&/ Pictures
L Recordings
s =ThisPC
# 3D Objects
Desktop
=| Documents
7 form
¥ Downloads T
3items 1itemselected Sync pending j =


file:///C:/Users/kawo461/OneDrive%20-%20Washington%20State%20Executive%20Branch%20Agencies/General%20-%20ECY-GR%20Staff/SP%20Migration

Return to your rulemaking document library in your Microsoft Edge browser. In order to move your documents, you will need to
make sure the Microsoft Explorer feature is turned on in your browser.

Click the three dots in the top right corner of your browser and click “Settings.” Inside Settings, click the “Default Browser”
category. Turn on “Allow” under “Allow sites to be reloaded in Internet Explorer mode (IE mode).”
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7. Go backto your browser and make sure thatitis in Explorer mode. If you don’t see the information highlighted at the top of your
browser, close the browser and open it again.
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8. Open the “Library” tab on your rulemaking document library. Click “Open with Explorer.
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9. The document library will open up in the File Explorer. You will need to identify any documents that you need reviewed or routed
during SPO migration. The views from your Sharepoint site will not be available in the File Explorer. Move these files to the
designated folder in the GR OneDrive.
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10. Once you have moved over the documents you need, you will need to check the permissions for your team that will be working on
the documents. Navigate to the folder in OneDrive and right click the folder to choose “Manage Access.” You should see the

following box pop up on your screen. Click “Start Sharing.”
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11. Choose the members of your team that you want to have access to the folder. Make sure that they have edit permissions by
changing the permissions on pencil button to the right of their name. Write a message that will accompany the link asking them to

check their access and to let you know if they can’t open or edit the documents.
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12. Once your documents have been moved over to your OneDrive folder, please send Katie a chat or an email to update the status of
your site. Please do this no later than 5pm on October 6, 2024.
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13. Now your team is ready to work in the OneDrive folder during migration. Please continue to route and share your documents as
you would in Sharepoint while migration is happening.

Once your new SPO rule site has been published, you will be able to reupload your OneDrive documents into your SPO rule
document library. Once that is complete, send an email to Katie asking her to delete your OneDrive folder. This should close the
loop on the rule file.
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