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 Business Email Assessment Guide



1 Business Email Assessment Guide
This assessment guide is designed to help you define your business email requirements to ensure your email services deliver maximum business value.

The ideal messaging system will facilitate mapping your messaging policies to your diverse employee needs to ensure the right services are provisioned, monitored, and available for each employee to maximize productivity and minimize business risk.

Business Messaging Policies

Most companies have messaging policies and operating procedures generally organized as follows: 
· Messaging Policies

· Security Policies

· Archiving Policies

· Support Policies

Diverse Employee Needs

Most companies have different operating groups (finance, legal, sales, operations, support) and in each group there may be different roles requiring different email functionality.   Although many employees will use the same email system, different employees can have different functionality requirements.   Some of the typical functions and features that are used by different employees include:

· Employee access method using client, web and/or mobile devices

· Securely allow messaging from certain customers/partners/suppliers

· Message archiving – search/restore messages
· End User, Help Desk, Admin Support

After completing this assessment guide SoftCom can provide a messaging solution proposal tailored to fit your business requirements. 
2 Business Goals
2.1 Contact Information

Please complete the following contact information for communications with SoftCom
	Company Name
	

	Contact Name
	

	Title/Role
	

	Email address
	

	Phone Number
	


2.2 Business Goals
Please describe the specific business goals and requirements for your business email service.   The following table provides a list of typical items and there is an “other” section for items not listed.

	Are there specific business goals you are seeking?
Check all that apply, add comments where helpful

	Cost Savings
	

	Reliability / Uptime / Performance
	

	Productivity for email users
	

	Mobility
	

	Security 
	

	Archiving
	

	Shared Calendars
	

	Centralized management
	

	Collaboration
	

	Supporting Multiple Offices
	

	Other goals
	


3 Messaging and Collaboration

In most companies there are different groups (finance, sales, operations, support, etc.) and different people in each group that may use email services in different ways.   The questions below will help identify your specific requirements.

3.1 User Access Methods
Users can access the email services through a variety of means but typically fall into 3 popular methods: Outlook Client access, Web access, and mobile devices.   The following questions help understand your mix.  Quantity information will be used to provide pricing for budgetary purposes.  

3.1.1 Outlook/OWA and OWA-only users

Most users typically use Outlook Client and OWA to access the email services.  However, as OWA has become more powerful some companies are choosing to provide access to some user through OWA only.   From a licensing perspective, OWA is significantly less expensive and reduces your internal desktop management activities.
	Outlook/OWA and OWA-only users

	
	Current
	Desired

	Number of users that use the Outlook Client (and sometimes web browser)
	
	

	Number of users that use only their web browser for email, calendar, etc.
	
	


3.1.2 Outlook licensing breakdown

It’s common for enterprises to already own Outlook Client licenses for some or all users.  In cases where you already own the Outlook Client license, you can use your license instead of the SoftCom license.  This can reduce unnecessary license costs.
	Outlook Licensing option

	
	Current
	Desired

	Number of Outlook Client license your company already owns.  
	
	

	Number of Outlook Client licenses  you will need from SoftCom
	
	


3.1.3 Mobile Device Access

Many users are benefiting from being able to stay connected (and information synchronized) with their mobile devices.  The following table provides a breakdown on the popular mobile devices.   These devices use different protocols and there are different costs associated.  Providing accurate quantities will help provide accurate pricing for budgeting.
	Mobile Device Profile

	
	Current
	Desired

	BlackBerry Devices
	
	

	iPhone/iPad users
	
	

	Android devices
	
	

	Other ActiveSync Devices
	
	


3.2 Mailbox Options

	Mailbox Options

	
	Current
	Desired

	Do any users need multiple email addresses?
	
	

	What are the sizes (GB) of your existing mailboxes? Do any users need bigger mailboxes?
	
	

	Do you use the delegate / grant permissions so multiple people may manage one mailbox/calendar?
	
	


3.3 Exchange Features

Exchange provides a variety of integrated services to help users organize members and share information.  Knowing this information can help understand configuration, coexistence (if any) and migration options.
	Exchange Services

	
	Current
	Desired

	Do you use resource mailboxes 
	
	

	Do you use distribution lists
	
	

	Do you use public folders
	
	

	Do you use contacts
	
	

	Do you use shared calendars
	
	

	Do you use SharePoint
	
	

	Active Directory Synchronization?
	
	

	Other features that are important?
	
	


4 Message Security
Security is an essential aspect for business email and it is often the case that one company needs a security policy that meets the needs of many different types of groups and users.    
 Please describe your current and desired security policies and procedures.
	Message Security Policies

	
	Current
	Desired

	Do your email messages contain sensitive or proprietary information (contracts, proposal, orders, customer information …)?
	
	

	Does your organization enforce password complexity and expiration policies?
	
	

	Do you need to be able to “wipe” lost or stolen mobile devices?
	
	

	Describe the current Security Policy regarding AS/AV
	
	

	What is your current AS/AV solution?
	
	

	Describe your level of satisfaction with current your current AS/AV.
Spam catch rate / False Positives
	
	

	Customizations - Do you have a need to configure specific AS/AV policies for different groups or users? 

For example Sales, Legal, Finance, Support departments?
	
	

	Notifications- How are AS/AV Notifications handled? None, To Individual, To Group, etc.
	
	

	Retrieval - Do you provide end users the ability to retrieve false positives? 
What is the method?
	
	

	Customizations - Do you have a need to configure specific AS/AV policies for different groups or users? 
	
	

	Do you allow certain users to manage their own AS/AV configurations?
	
	


5 Message Archiving
Message Archiving has become a critical element of business email services.   In almost every company there are key roles and individuals in which all messages must be preserved and guaranteed safe and available for a period of time.   In some companies, to protect their reputation, trade secrets monitoring and auditing email activities is becoming a requirement.   The following table lists some questions to help describe your ideal message archiving system.

	Message Archiving

	
	Current
	Desired

	Do you have a compliancy group or message archiving policy?  
	
	

	Are you Archiving email today?

What is your solution?
	
	

	Are you subject to message archiving requirements by external regulators or customer agreements?
	
	

	From an archiving perspective, are all users/groups treated the same or are there different needs?
	
	

	Do you certain users that need to ensure their messages are kept for a certain period of time?
	
	

	Do you want to grant access to certain or all users to their personal message archive to search/restore messages?
	
	

	Do you have a need to monitor or audit email usage for certain or all email users?
	
	


6 Support for Administrators, Help Desk and End Users
Companies administer their email systems and support their end users in different ways.

The questions in the following table are related to your current and desired ways for administering the email system and supporting your end users.  

	Admin / Help  Desk / End Users

	
	Current
	Desired

	Admin Access

Do you require multi-level of administrator access with roles and privileges for managing your users?


	
	

	Do you require 24x7x365 support for your administrators


	
	

	Help Desk Access

Do you have an internal help desk for supporting end users (passwords, credentials, etc)?


	
	

	Would you like 24x7x365 support for your help desk?


	
	

	End User Support

Would you like 24x7x365 support direct for your end users?


	
	


7 Other Services

Business email systems are usually one part of an overall IT infrastructure servicing the many needs of organizations.   Some of the key areas involve 

· Migration Requirements 

· Co-existence requirements (multiple concurrent email platforms working together)

· Customizations Requirements

· Integration requirements

	Other Services

	
	Current
	Desired

	Will there be a co-existence requirement beyond the migration period? 


	
	

	Are there any customizations required specific to your business goals?


	
	

	Are there any integration requirements with other business services (CRM, Mail campaign programs, etc.).


	
	


8 Additional Notes
Are there any other items that would be important to consider while preparing a solution recommendation?   Please list your comments or items below.

9 Next Steps

Please complete this document and contact SoftCom.   A qualified representative will be able to discuss your assessment guide and provide a solution proposal for you to consider.
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