Action is only required of clients that access Virtual Client Office (Accounting CS Client Access, Client FileCabinet CS, and/or Microsoft Office products).
TIPS for using this email template for client notification:
· Replace <<<XXX>>> in Paragraph 2 with either
· The timeframe and dates that apply -OR- 
· If you opt to send in advance of receiving your firm’s migration window, with “at a to-be-determined weekend in the upcoming months”.
· Review the details under the “What action do you need to take?” section and remove any that do not apply to your firm.
· Numbers 1 and 5 only apply to clients that use Microsoft Outlook in Virtual Client Office
· Numbers 2 and 3 apply to all
· Number 4 only applies to clients that access Client FileCabinet CS via Virtual Client Office

=========================================================================
Dear Client,
We are reaching out to share details about upcoming changes to your NetClient CS portal. Our firm partners with Thomson Reuters to provide the platform for these portals, and the company is migrating from their current Citrix® environment to a new Microsoft® Azure Virtual Desktop (AVD) environment.
This migration is scheduled for <<<XXX>>>.  
What does this mean?
• Our firm’s portal environment (NetClient CS) will be unavailable throughout the migration window noted above.
• As a client that accesses this portal environment today, you will be required to take some form of action to ensure uninterrupted access.
What action do you need to take?
1. Pre-Migration Window: Take note of your Microsoft Outlook settings only for profiles (email addresses) you use in Outlook via the portal environment. For directions, follow applicable steps outlined in the “Steps to take now before the migration” section of Migrate to Azure Virtual Desktop Help and Support for Clients.
2. [bookmark: _Hlk165028343]Pre- or Post-Migration Window: Download and install the Azure Virtual Desktop (AVD) installation package. Step-by-step instructions are outlined in the “How to Install Azure Virtual Desktop” section of the Client Interactive Guide.
3. Pre- or Post-Migration Window and Post-Download of the AVD Installation Package: Set your default printer settings. Step-by-step instructions are outlined in the “How to Set Up Printer Settings” section of the Client Interactive Guide.
4. Post-Migration Window and Post-Download of the AVD Installation Package: Only if you use Client FileCabinet CS via the portal environment will you be required to install the new FileCabinet CS print driver. If this scenario applies, step-by-step instructions are outlined in the “How to Install FileCabinet CS Print Driver” section of the Client Interactive Guide. 
5. Post-Migration Window and Post-Download of the AVD Installation Package: Only if you use Microsoft Outlook in the portal environment today will you be required to recreate Microsoft Outlook profiles for each account (email address). If this scenario applies, required steps to be taken are outlined in the “Set up Outlook to receive POP3 or IMAP emails” section of Migrate to Azure Virtual Desktop Help and Support for Clients.
The Help and Support page and Interactive Guide linked to above provide a video tutorial. 
Regards,


