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ANSWERS TO EMPLOYEE 
INFORMATION TECHNOLOGY FAQS

Most IT processes and procedures will remain unchanged for Week 1. Acquired Co. and Acquirer’s IT teams will be working closely together over the next several months to bring our IT systems together in the way that best suits the needs of the business. In the meantime, review the FAQs below to learn more about the IT transition and what it means for you. For more information, review the FAQ on Integration Central at http://www.ourcompany.com/integration.


General IT Support

Q1:	How will we get support from  IT?
Initially the same way you do today. Until communicated otherwise, please continue to request support, new users’ setup, etc. as you did prior to Day 1.

IT will be integrated over the following weeks and months and the organization, processes, and systems will be integrated. Communication will go out on how to receive support as the changes are implemented.

The Acquirer’s intranet contains a link to Acquirer and Acquired Co. IT support information.

Q2:	How do I contact Acquirer and Acquired Co. IT Help Desk Support?
The Acquirer Helpdesk number is 999-999-9999 and e-mail support can be reached at helpdesk@Acquirer.com. The Acquired Co. Help Desk number is 111-111-1111 and e-mail support can be reached at helpdesk@AcquiredCo.com. Please contact the help desk that you received support from prior to the acquisition.

Q3:	How do we get to the Acquirer Intranet for information regarding the company integration?
The Acquirer Intranet can be reached by going to http://www.AcquirerIntranet.com.

Legacy Acquirer employees must be on a company computer within the company network or using VPN to access the network while remote.

Acquired Co. new employees must sign on using the VPN and then go to the link. They cannot access the Intranet unless connected using the VPN application. Instructions will be sent out separately.

Legacy Acquired Co. employees can access some of Acquirer Home Intranet applications via mobile devices, such as Employee Directory and many more at https://www.AcquirerIntranetlegacy.com. This will be available shortly after Day 1.



E-Mail

Q4:	Will we be getting new Acquirer.com e-mail addresses?
Initially, all e-mail addresses will be the same as they were before Day 1. Over time we will consolidate e- mail addresses and all employees with Acquired Co.com addresses will be given new Acquirer.com addresses.

Employees with addresses using company brand names may or may not be moved. That decision will be made by the individual businesses. Regardless, any emails sent to your existing address will be received and not lost.

In addition, any group e-mail or distribution list will remain in place on Day 1. Over time we will consolidate all distribution lists or groups to include all necessary Acquirer or legacy Acquired Co. employees.
Q5:	How will I find the e-mail address of Acquirer or Acquired Co. employees, and can we schedule meetings with them?
On or shortly after Day 1, IT will integrate the two companies address books in Outlook and in the Acquirer’s Intranet Employee Directory, accessible via the link on the top menu bar on the Integration Central site. Once this is in place you will be able to search for and see contact information of both company’s employees in each e-mail system. In addition, you will be able to add any employee to a meeting in Outlook and you can see their availability from within the calendar in Outlook.

Computers, Telephones, and Conferencing

Q6:	Will I be issued a new cell phone?
No, the current cell phones will work the way they did previously.

Q7:	Will my desktop phone number change?
No, the current desk phones will continue to work, and numbers will not change. We are working towards combining phone systems. When completed on your site, you will be able to see all employees of the combined company in the phone directory and will be able to call them using their extension numbers.
However, until your site is consolidated, they will be separate.

Q8: Will existing instant messaging and phone conferencing work across companies?
No. The existing Skype, Go to Meeting, and other instant messaging or conferencing capabilities will not work until we fully combine email systems. You can treat employees from the other company as external users and invite them as you would other external attendees.

Network and Application Access

Q9: How will I access my network files and applications that I use to perform my job?
You will continue to access your files and applications as you did previously. Over time we will consolidate these resources and standardize on how you access systems but for Day 1 and until notified otherwise this won’t change.

Q10:	How can I gain access to the other companies file shares and/or applications if I’m asked to do so as part of my job?
As the company integrates functions you may be asked to work within the other legacy company’s systems. If a business need arises for access, please submit a help desk ticket into the legacy company’s Help Desk as you would have previously requested this access. Be sure to have enough information that the Help Desk will be able to respond accurately. You will need approval from your manager for this access before it is granted. The Help Desk will help establish the proper access into these systems.


Q11: How can I remotely access the company network while on travel?
Continue to use the process you use today.

Applications

Q12:	What applications will I now need to use to do my job?
Initially, there will be very few situations where you will need to have to use another application to perform your job that you don’t use today. The consolidation of tools will be driven by each organization and will happen over time. There may be exceptions to this, but your manager and organization will help communicate any change.

Q13: Will the applications I use to do my job still work the same?
For now, yes. You will continue to get into your applications and your credentials will remain the same. Over time, you will gain access to many more applications.
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