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Connect IN Checklist

	Library INFORMATION

	Library’s name: 
	

	E-mail Address: 
	

	Telephone number: 
	

	Contact’s Name: 
	

	Contact’s Title:
	


	CHECKLIST

	
	Choose the Connect IN services you would like to use.
	   E-mail        and/or         Website Hosting

	
	Contact your Regional Coordinator to answer any questions you have about Connect IN services.
	Find your regional at library.in.gov

	
	Review the Connect IN member agreement.  
	Ask your regional for a copy

	
	Reach out to your current services providers to see if you can keep your current domain name and if it will be possible for you to migrate and/or store your e-mails.  
	

	
	Share the member agreement with your board of trustees for review and open voting. 
	

	
	If the board approves the contract, have the board president and appointed webmaster (main contact for Connect IN) sign the contract. 
	

	
	Once the contract is signed, mail the original contract to your regional coordinator. 
	

	
	Once the contract has been received and filed, the library representative will be contacted with the login credentials.  
	

	
	Reach-out to your e-mail service provider and begin the process of saving any e-mail messages you wish to retain.
	

	
	Review available training materials to familiarize yourself with Wordpress.  
	

	
	Schedule a meeting with your regional coordinator if you need an overview of how to navigate Wordpress.  
	

	
	Once you are ready for your library to switch accounts, file a help desk ticket to start the process of switching to Connect IN services.  
	



