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Logging in to the Admin Center

The Microsoft Office 365 admin center is the web portal from which each company’s service
administrator can manage user accounts and settings for each of the Office 365 or Dynamics CRM
Online services to which they subscribe. From within the Office 365 admin center, administrators can
manage Dynamics CRM Online, Exchange Online, SharePoint Online, and Lync Online.

To login to the Office 365 Control Panel, please open the browser of your choice (Internet Explorer 10,
Firefox, Chrome, or Safari) and navigate to Microsoft Online Portal. Enter in your email address as your
username, and your email password as the password. This will take you to the screen shown below. We
will refer to this screen as the Admin Center.

[ Office 365 Outlook Calendar People Mewsfeed SkyDrive Sites +  Admin » EEETETEETVEY &

Office 365 admin center

dasnboard l'l,"'n,l"elic-[ﬂe o D'H:lie 365 Search help and community o
Enterprise!

Watch the video to get an
sers and groupns OVBerview E!dr'r”r\I ShD rt': UtS

Choose your setup option Reset user passwords
gomains
Download the latest version of

Office .
Censing Aszign user licenses
Get information on Yarmmer

Add new users

Download software

cervice heal resources
SErvice overview Working with domain names

Setting up mobile devices

cur Setting up user permissions in

Chasalfalcs

support service health

In this interactive guide, you will familiarize yourself with the Office 365 Administration Portal and
perform tasks that will highlight key administration features.

Explore the Office 365 Administration Portal
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Overview of Microsoft Portal Online Features
Your organization recently got Office 365, and now you need to use Office 365 so you can start reading
email, sharing documents, and more.... click here to get started.

When you sign into Office 365, you'll see links at the top of the page for the Outlook Web App. Click
Outlook for your email, Calendar for your appointments, and People for your contacts.

The Outlook Web App has its own upgrade as well, which looks very similar to Outlook 2013 on your
desktop. While most people will continue to use Exchange Online synced with Outlook on the desktop,
the new look of Office Web Apps will make it easier for people to have access to emails, contacts and

calendar from anywhere.

1] Office 365 Outlook Calendar People Newsfeed SkyDrive Sites =*** Admin~ KarenBerg v & 7
# new mail search mail and people p Contoso is upgrading to Office 2013! A
all unread tome flagged € REPLY €€ REPLYALL =) FORWARD
« INBOX CONVERSATIONS BY DATE
. - Jeff Hay mark as unread
Favorites Kyle Welliver UV Wed 3/20/2013 10:56 PM
Post Migration 9:29a

Please forward to everyone in the company..
4 Karen Berg

MONDAY To:  All Employees <all@powermigrate365.onmicrosoft.com>;
» Inbox 8
N ® This message was sent with High importance.
Drafts Kyle Welliver U 9 gh imp
Preparing for Migration Mon 7:30a Hello
Sent Items Subject: Preparing for Migration Please for. !
Deleted It 1 " i i i 1 Wi i i
eleted Items THREE WEEKS AGO I'm excited to announce that Contoso is adopting Office 2013! With this brings
. many new features, such as:
Junk Email
v Jeff Hay ! x|
Notes . i
Contoso is upgrading to Office 2013! 3/20/2013 Documents will follow you from PC to PC
RSS Feeds Hello, I'm excited to announce that Contos... « Enhanced social tools will allow you to stay engaged with your
X colleagues as well as our partners
In-Place Archive - Karen Ber¢ ~ Amy Alberts; Alan Steiner; [ 0 9 P
» Contoso's 3rd Annual Hiking Trip 3/20/2013 « Familiar Office applications will help ensure ease of use for all of us
Hello everyone, It's that time of year again...
i When you are logged into the network on your PC or tablet, click the link below
Julian Isla to initiate @ download and within minutes you will have new programs on your
Introduction to Karen Berg 3/20/2013 computer. Isn't that simple?
Hi Alex, | would like to introduce you to on...
TASKS I . v Office 2013 Installer
Julian Isla: Kellv Krout: Mol 'o

You’'ll also see a new option called News Feeds where you can follow people from within your
organization. It also serves as a place for you to post comments or questions that your company can see.
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1] Office 365 Outlook Calendar People Newsfeed SkyDrive s« Admin v KarenBerg~ $* 2

1 N Search people - 0
People I'm following
@ follow multiple people

I'm following (10) My followers (21)
A-Z

Karen Berg

Newsfeed

S
About me E Christa Geller
Blog
Apps Dan Jump
Preparing for our annual meeting.
Tasks

“d Diane Prescott
# EDITLINKS ‘\:' Off to a photo shoot - always enjoy the excitement of creating a new...

Eric Gruber
Budgets for next year are drafted - asking all departments to review a...

“‘ Jamie Reding

Click Site to get to your Team Site. This will be your company’s SharePoint site where you can store
documents and information. This tool allows you to save documents created on your desktop directly to
your Team Site. The new Team Site will still primarily focus on document storage, but with its new
interface, companies can share and edit documents easily using either Office products on their desktops
or using Office Web Apps which is included in nearly every Office 365 plan.

] Office 365 Outlook Calendar People Newsfeed SkyDrive Sites «s. Admin v KarenBerg~ £% 2

@ new site Search everything >0

>

Manage the promoted sites below

B

Karen Berg

Followed Sites

Team Site Public site

Q

Sites I'm following Suggested sites to follow

N ight 5
Contoso Intranet one right now.

https://powermigrate365.sharepoint.com/
Stop following

Lastly, you will see a tab for your SkyDrive account. Each individuals Office 365 account will get SkyDrive
which is used for individual document storage in the cloud. You can easily navigate to your SkyDrive
account through your File Explorer, so instead to saving a document in a file on your desktop you can
save a file in your SkyDrive account. Use it! It might just save you from despair the next time your hard
drive crashes.
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I]Office365 Outlook Calendar People Newsfeed SkyDrive Sites e« Admin v KarenBerg~ £ 2

FILES LIBRARY

# CHANGE YOUR PHOTO

BROWSE Cdswe O

=< =

SkyDrive @ Microsoft Search everything > P

Documents

Welcome to SkyDrive @ Microsoft, the place to store, sync, and share your work. Documents are private until shared. Learn more
here. Dismiss

RelediEerg @ new document or drag files here
Followed Documents v [0 name Modified  Sharing Modified By
Shared with Everyone ws March20 2% Karen Berg

Recent Documents

We couldn't find any recently
used documents for you.

USE OFFICE ON DEMAND

. i AR z i

All new customers either signing up for a 30 day free trial or purchasing a subscription will have this new
Microsoft Portal. For existing Office 365 customers, Microsoft is working on automatically upgrading
customers for free. All current Office 365 customers will get the upgrade within the next four months.
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Getting Started: Community and Help Guides

In the Admin Center, on the right hand side of the screen you will find resources and community section

for Office 365 and Dynamics CRM Online. These quick links can be very beneficial to users that are just
getting started with their accounts.

Community section is an excellent resource so ask questions, post solutions and check blogs. Mostly all
answered questions and blog post come directly from Microsoft representatives or Microsoft Partners.

Outlook Calendar People Newsfeed SkyDrive Sites <+ Adminw Karen Berg = £ 0]

Search help and community 0

admin shortcuts

No issues

Reset user passwords
Service restored«
Add new users

No issues Assign user licenses

N Tk Download software
s resources

No issues Working with domain names

Setting up mobile devices

No issues 2 et :
Setting up user permissions in
SharePoint
S S Y Office 365 Admin Help

Known issues

Information on Yammer

nce dynamics CRM

Resource center for Dynamics CRM

Dynamics CRM marketplace

entity Service

0 PM UTC Thursday, May 30, 2013 to 1:00 AM UTC
ctivities: M7 deployment and upgrade of identity
will also update Digital Ce... community

Ask a question in the forums
ntity Service Check out our blog
0 PM UTC Monday, June 03, 2013 to 9:00 PM UTC

ctivities: The Identity Service will be activating
to geographically aligned ... Ask a question in the CRM forum

Participate in the community
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Managing Domain

If you have purchased a domain and want your email address to use the name of your organization like
@powerobjects.com, you can use your custom domain in the Microsoft Portal. When activating your
Office 365 or Dynamics CRM Online account you will enter you companies domain name. Once your
account is activated your domain will have (.onmicrosoft.com) at the end of it. Follow these steps to
verify your domain:

Add domain
Step 1: In the Admin Center in the Microsoft Online Portal click Domains on the left, then click Add a

domain.

) Office 365 COutlook Calendar People Newsfeed SkyDrive

Office 365 admin center

dashboard Your Office 365 account comes with a domain name
confoso.onmicrosoft.com—but if you have your own domain
setup name already, you can use that domain name with Microsoft

Online Services services too. To add your domain, click Add a

'..*'\-'—"'*'h:‘n"l'ij'[i]:':f" domain.
If you don't already own a domain name, you can purchase one

domains from a domain registrar, and then come back to add it to Office
censing
service settings Add a domain | Re e | Vi NS sett |

o ) DOMAIN NAME

service health : =

@ powermigrate365.onmicrosoft.com Active

reports

Step 2: Follow the three steps Microsoft lays out for you to add your domain:
Step 1 Specify a domain name and confirm ownership

- Before you can use your custom domain with Office 365, help us confirm that you own it.
- You can only add domain names that you own. If you don't already own a domain, you can buy
one from a domain registrar, and then come back and add it to Office 365.

Step 2 Add users and assign licenses

- Create users and email addresses for this domain.
Step 3 Set the domain purpose and configure DNS
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- Choose how you want to use this domain with Office 365 and create DNS records

View DNS Settings

Before you set up your domain with Office 365, we have to make sure that you own the domain name.
To do that, you'll add a specific record to the DNS records at your DNS hosting provider. Microsoft then
look for the record to confirm ownership.

When adding your DNS records to your DNS hosting provider, Microsoft does provide step-by-step
instructions on adding DNS records. Select the drop down option and choose your DNS provider. If your
DNS provider is not listed you can select General Instructions.

confirm that you own
powermigrate365.com

Before you set up your domain with Office 365, we have to make sure that you own the
domain name. To do that, you'll add a specific record to the DMS records at your DNS
hosting provider. We then look for the record to confirm ownership.

Mote: This doesn't affect how your domain works. Learn more

See step-by-step instructions for performing this step with; IS hesting pravider

General instructions
eMom
Go Daddy
181 Internet
Hower

Melbourne IT

i : r slutions
done, verify now ntinue later MNetwork So
continue fate Register.com

NOTE: your TXT records will verify your domain, your MX records will switch where your emails are

being delivered to. If you are not moving your email system to Office 365 you will not want to switch the
MX records.

Troubleshoot
If you are having troubleshoot issues after changing your domain name or DNS records there are
additional steps you can complete your domain set up.

For more information on the additional steps you can take if your domain is troubleshooting... click here
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Purchasing licenses

When purchasing licenses for your Office 365 or Dynamics CRM Online account you’ll have options. If
you are currently on a trial you can Convert a Trial Account to a Paid Subscription or you can purchase
each license and assign them to each user, steps are below. Only Global Admins can purchase licenses
and assign them to each user. You will need a Credit Card on hand when purchasing licenses and you

can set up auto-pay for your subscription.

Note: PowerObjects recommends you purchase your licenses before adding user. This was, as you add
users you can assign them licenses as part of the process in setting up your account.

Purchasing Licenses
To purchase licenses in the Microsoft Online Portal you must be a global administrator for your

companies account.

Step 1: In the Admin center, click purchase services on the left hand side. In this page you will be able to
purchase your Dynamics CRM Online and Office 365 licenses.

I']Ofﬁce}GS Outliook Calendar People Newsfeed SkyDrive Sites <+ Adminv Karen Berg « o}

Office 365 admin center

Jach srd Office 365 plans | Other plans Other plans

fice 365 plans
Office 365 Enterprise View current subscriptions =

) E3 Tnal REO» %
Jomair Office 365 Enterprise E3 Trial

Free tnal for businesses that need

full pr ommumcation
ana « = : <
Microsoft Dynamics CRM Online

settings famil

Dffice Web Apps Trial
Currently in tria Buy now
C

Visio Pro for Office 365

purchase services

Step 2: Customize your order by choosing the number of licenses you’d like to order. You have the
optional add-ons to select from before checking out. Once you have the number of licenses you want
click check out.

718 Washington Ave. N., Suite 202, Minneapolis, MN 55401

612-339-3355 | 1-866-770-3355 1? ’ .

www.powerobjects.com

Education Service

X

Add-ons



https://login.microsoftonline.com/login.srf?wa=wsignin1.0&rpsnv=2&ct=1357924529&rver=6.1.6206.0&wp=MCMBI&wreply=https://portal.microsoftonline.com/landing.aspx?target%3D%252fdefault.aspx&lc=1033&id=271346

®OPOWER
®OBJECTS

] Office 365 Karen Berg ~ 0]

Customize your order

shopping cart ™
Microsoft Dynamics CRM
Online | 1 year term Details Microsoft Dynamics CRM Online
8 user licenses at $44.00 per user
license, per month subtotal $35200

per montn

optional add-ons =

Step 3: Follow the three steps Microsoft lays out for you to purchase your licenses. If you would like to
add more licenses or purchase more licenses or add other Office 365 plans to your subscription you can
do so in the purchase services section in the admin center.

Note: to drop a licenses or subscription from your account you will need to open a service request ticket
with Microsoft, open ticket under the billing department.

Managing Subscription
If you are on and Office 365 Trial or have purchased your license you can manage your subscription very
easy in the Microsoft Online Portal.

On the left hand side of the Admin Center click, Licensing. This will show your Office 365 and Dynamics
CRM Online subscriptions. By clicking on any of your subscriptions you can view more information like:

- View Billing

- Turn auto-renew on or off
- Edit payment details

- Setting Partner of Record
- And more

Adding Users

Step 1: To add a user to Office 365, navigate to the user and groups on the left side. Then click the +
emblem.
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] Office 365

Office 365 admin center
dashboard active users deleted users  sec

setup
Single sign-on: Set up | Learn more
users and groups Active Directory® synchronization: Setup | Leai
Manage mail contacts, change: Learn more
domains Change the pass expiration policy for your

licensing +" v p

service settings |
DISPLAY NAME

service health

[0 Alan Steiner
reports

[] Alicia Thomber
support

PP [0 Anie Bellew

purchase services [] AmyAlberts

Step 2: Fill in their name, the name you want displayed to everyone, and the user name (for example, if
you wanted to make dan@yourcompany.com (yourcompany) being the name of your organization), you
would simply put Dan in the User name field. Then choose your organization from the drop-down list
next to the User name field.

Note: you do have a bulk upload option

New user
1. details
Name

2. settings

First name:

3. licenses ‘ ‘

4. email Last name:

* Display name:

5. results

* User name:

| @ Ipowerm\gratsBGS.nnm\closof‘t.co

Additional details =

next cancel

Step 3: On the next page, you need to decide if the new user you are adding required administrative
access to your company’s Office 365 setup (allowing them to access and control in the Admin Center.
For general users, it is recommended to choose No unless they’re IT or high up in the company. You also
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need to choose the country the user resides in from the drop-down list. Once you are satisfied with your
choices, click Next.

New user
1. details

Assign role
2. settings Do you want this user to have administrator permissions? Learn more about administrator roles
3. licenses No

[®) Yes
4. email

IGIobaI administrator

5. results « Alternate email address

If you forget your password, we will use this email to help you reset it and sign in to your Office 365 account.

karenb@cantoso.com

Set user location

Different services are available in different locations. Learn more about licensing restrictions

® I United States

back next cancel

Step 4: Determined by which plan you have, this may look different. Assign the user their
license/licenses then click save.

Note: For more information on assigning licenses... click here

Assign licenses

Microsoft Dynamics CRM Online 22 of 25 licenses available

Buy more licenses

Microsoft Office 365 Plan E3 0 of 25 licenses available
Windows Azure Active Directory Rights Buy more licenses
Office Professional Plus
Lync Online (Plan 2)

Office Web Apps
SharePoint Online (Plan 2)
Exchange Online (Plan 2)

Compare the various license options

cance
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Step 5: To conclude, click on Create. The final page will show the new email address you created and the
temporary password for that specific user. Click Finish to return to the Users page.

Using Bulk Editing
Step 1: On the Users and Groups page, click the bulk add emblem.

1] Office 365 A’ Outlook Calendar People Newsfeed SkyDrive Sites =+ Admin v EEERHINIECRS ol

Office 365 admin center

dashboard active users  deleted users  security groups  delegated admins

setup

Single sign-on: Set up | Learn more
users and groups Active Directory® synchronizatig, up | Learn more

Manage mail contacts in Ex; e: Learn more
domains Change the password ation policy for your users: Change now

licensin .
! + &Y AR
service settings O
DISPLAY
USER NAME STATUS
service health NAME 4
reports |:| Alan Steiner alans@powermigre  In cloud
support D Alicia Thomber aliciat@powermigr  In cloud
D Allie Bellew allieb@powermigr:  In cloud

purchase services

Step 2: On the bulk edit user’s page, click the select the CSV file you’d like to import the bulk file from.
After the CSV file is ready to be uploaded browse for the file then click Next.

] Office 365 A’ Karen Berg « &

Bulk add users

1. select file

select a csv file

2. verification

To bulk add users, select a CSV file containing user information. To see the required format,

3. settings - :
download the sample CSV file that follows. Learn more about CSV files
. Path and file name:
4. licenses
browse...
5. email
Download a blank CsV file
6. results Create a new CSV file from this template using a text editor, such as Notepad.

Download a sample CSV file
The column headings in your file must match the column headings in the sample. To change
the column headings, use a text editor, such as Notepad.

Step 3: On the Settings page, click Next. On the Assign licenses page, click Submit.
Note: Note the warning stating “You can’t edit yourself through bulk edit”.

Deleting a User Account
On the Users and Groups page, you'll see all users added to this account.
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Use the Search box to find the name of the user you wish to remove. When you have found the user,
check the box to the left of their name, and click Delete, as shown below.

I Office 365 A° Outlook Calendar People Newsfeed SkyDrive Sites <+ Admin v EEGICRR:EGRd & 2
Single sign-on: Set up | Learn more
users and groups Active Directory® synchronization: Set up | Learn more ~
Manage mail contacts in Exchange: Learn more
domains Change the password expiration policy for your users: Change now
licensing
S x
service settings
) DISPLAY NAME USER NAME STATUS
service health
Greg Winston gregw@powermigrate:  In cloud
reports G Winst
red Inston
support gregw@powermigrate365.onmi
purchase services S m
quick steps
Reset passwords
Edit Exchange properties
v

Edit Lync properties
< >
The system will ask you if you are sure you wish to delete the user. If you are sure, click Yes, and that
user will be removed from the system. Using the checkboxes next the names, you can also delete
multiple users. Once deleted you will still be paying for the Users subscription. You will need to open a
Service Request Ticket with Microsoft to deactivate a paid subscription.

Using this same methodology, you can also edit user settings and Reset Passwords for users.
Note: you can restore deleted user accounts in the Deleted Users section in the user and groups page.

Assigning licenses

Assigning licenses can be done while adding users or you can click on the specific user want to assign a
license to. In the Admin Center click users and groups then click on the user you want to assign the
license to.

The next page you can assign the license to a specific user. If do not have anymore licesense to assign to
a user click Buy more licesnses. Click Compare the various license options for more information on the
Office 365 plans avaiable.
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Installing Office 2013

If you have the Enterprise E3 Plan, Midsized Business Plan or just have an Office Professional as your

Office 365 license you can download Office Professional Plus directly to your PC, Mac or certain tablets.

To view the system requirements before installing click the link... System requirements for Office 2013

and Office 365 ProPlus

NOTE: if you are not running Office on your computer you can skip to Install

Part 1: Uninstall

Before installing Office 2013 you need to uninstall any version on Office you currently have funning on
your computer. Uninstalling your current version of Office will remove your current Outlook Profile.

Step 1: Open your Control Panel (under your start menu). Click Programs and Features.

Adjust your computer’s settings

o e 1
? {Acton Center

. Biometnc Devices

*5 Date and Time

% Devices and Printers

['-, Folder Options

&% Indexing Options

@R Keyboard

@ Lenovo - RapidBoot Sheeld
Bl Location and Other Sensors
§8 Notification Area lconz

! Personalization

‘-‘ Recovery

'»f) Speech Recognition
[ Troubleshooting

‘ Windows Farewall

7 Admunistrative Tooks
8% BitLocker Drive Encryption
@ Default Programs
BB Display
A Fonts
B intel®) Graphics and Media

0 Lenovo - Fingerpeint Reader

@ Lenovo - Systam Health and Diagno..

D Mail (32-bit)

B vIDEA Control Paned
& Phone and Modem
4 Region and Language
@ Sync Center

a User Accounts

i Windows Mobility Centes

g AutoPlay

B2 Color Management

¥ Desktop Gadgets

© Ease of Access Center

) Getting Started

ﬁ Intel® PROSet/Wireless Tools
o Lenovo - internet Connection
© Lenovo - Update and Drivers

¥ Mouse

& NVIDIA nYiew Desitop Manager
% Power Options

5 RemoteApp and Desktop Conmect
B Systen

a Windows CardSpac

'2 Windows U,

“ Backup and Restore

B Credential Manager

a2 Device Manager

Flash Player (32-bet)

4 HormeGroup

) Internet Options

a Lenovo - Power Controls
@ Lenovo - Web Conferencing
:g‘ Network and Shading Certer
M Performance Information and Tooks
1B} Programs and Features

§ Sound

ol Tasibar and Start Menu

8 Vindows Defender

Step 2: Find Microsoft Office, Your computer could be running Office 2003, 2007, 2010 or an over
version of professional Plus. Click Uninstall and accept to uninstall.
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4_. Bl » Control Panel » All Control Panel Rems » Programs and Features v

Control Panel Home v
Uninstall or change a program

View installed updates To uninstall 2 program, select # fro and then click Unanstall, Change, or Repair.
B Tum Windows features on or
off

Organize ~  Uninstall ange
Install 2 program from the ”
network Name Publisher installed On  Size Version
15 Microsoft ASPNET MVC 2 - Visual Studio 2010 Tools  Microsoft Corporation /M2 225MB  20.50170
" I Microsoft Device Emulator (64 bit) version 3.0 - ENU Microsoft Corporstion a2 229MB 9021022
15 Microscft Document Explorer 2008 Microscft Corporation 7/21/2012
A Microsoft Dynamecs CRM 2011 for Microsoft Office O...  Microsoft Corporation 1/24/M3 5.0.9690.3557
HMicrosoft Easy Assst v2 Microsoft Corporation /272012 117MEB 8164160
! Microsoft Expression Encoder 4 Microsoft Corporation 2/8/2013 4016510
B Microsoft Expression Encoder 4 Screen Capture Codec  Microsoft Corporation 2803 6ISKE 4016510
ﬂ Microsoft Help Viewer 11 Microsoft Corporation T/2/2012 397MB 1140219
_ﬁ] Microsoft Lync 2000 Microsoft Corporation 8/15/2013 193MB 407577 43%
| Microsoft Office Professional Plus 2010 Microseft Corperation nam2 14060091000
HMIC’OSUR Online Services Sign-in Assistant Microsoft Corporation a2 662ME 725043030
" Microsoft ReportViewer 2010 SP1 Redistributable Microsoft Corporation T2/M2 12AMB 10040219
» Microsoft Sitverlight Microsoft Corporation 710/2013 5046MB 51205130
J Microsoft SQU Server 2005 Microsoft Corporation a2
(d Microsoft SQU Server 2008 R2 Data-Tier Application F..  Microsoft Corporation 22/MM2 SS4ME 105017508
| Microsoft SQU Server 2008 R2 Data-Teer Application P...  Microsoft Corporation N/m2 115MB 105017509

Microsoft Corporabion Product version: 14060291000

Part 2: Install

Step 1: To login to the Office 365 Portal. Open the browser of your choice (Internet Explorer 10, Firefox,
Chrome, or Safari) and navigate to Microsoft Online Portal. Enter in your email address as your
username, and your email password as the password.

Step 2: Click PC and Mac (install software and connect to Office 365). In the software page click, install
to install the newest version on Office. Lync is include on this installation.
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online PC & Mac

Learn what you can do with Office 365 Install software and connect it to Office
365

Install the latest version of Office

This will install the latest version of the following programs on your computer: Word, Excel, PowerPoint,
OneNote, Access, Publisher, Outlook, Lync, InfoPath.

T EQFEREFERPE

Word Excel PowerPoint OneNote Access Publisher Outlook Lync InfoPath
Language: Version:
|English (United States) EI 32-bit (recommended) advanced

Note: Installing additional languages on a computgg#hat already has this version of Office doesn't count against

your install limit (5).

Review system requirements

install
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Configuring your Office 365 account to Outlook Client on your
desktop

The steps below are to make to set up your Office 365 account to Outlook Client. Before moving
forward, make sure you have signed into your Office 365, setting the password you want, choosing the
language and time zone before moving forward.

Make sure Outlook Client is closed
Step 1: Open Control Panel, in your start menu. In the search bar type mail, then choose mail.

@ mail - All Control Panel items - olEN
« = 4 I8+ Control Panel » All Control Panel Rems v & . *
@ Mail ‘

@ Search Windows Help and Suppon for “manl

Step 2: Choose, Show Profiles, a new page will open. Choose add then give your profile a name. -
PowerObjects recommends “office 365” as your profile name

A Mail

General

@ The following profiles are set up on this computer:

KaernB
Outlook

\; Add... H RemovTHPropeTtie;” Copy...

When starting Microsoft Outlook, use this profile:
@) Prompt for a profile to be used

() Always use this profile

Outlook

oK | Cancel | Apply
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Step 3: Type your information in, full name, email address, password (password you set when signing
into your Office 365 account). Then click next. Let the Configuration Wizard run. Once the configuration
is successfully completed you can click finish.

) Add Account

Auto Account Setup
Outlook can automatically configure many email accounts.

(®) E-mail Account

Your Name: Juddson welliver

Example: Ellen Adams

E-mail Address: juddsonw@powermigrate365.onmicrosoft.com
Example: ellen@contoso.com

Password: xxRREER
Retype Password: | *****=3

Type the password your Internet service provider has given you.

() Manual setup or additional server types

Step 4: Before opening Outlook Client you should choose the way you’d Outlook to open. Then click
Apply, then ok.

Add... Remove Properties Copy...

When starting Microsoft Outlook, use this profile:
() Prompt for a profile to be used

(®) Always use this profile

Qutlook W

Step 5: You can now open Outlook Client. For the first time opening this may take a second. Once your
Profile opens look at the bottom right hand side. You should see Microsoft Exchange. This is your Email

system with Office 365. If it says “CONNECTED TO: MICROSOFT EXCHANGE” your Outlook client was set
up correctly.
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Creating Service Request ticket

If you ever have any questions or issues with your Office 365 system, Microsoft has a support team that
is very responsive and extremely knowledgeable. To get support for your Office 365 or Dynamics CRM
Online, navigate to the Admin Center page in the Microsoft Online Portal, and click on Service Requests.
From here, you can create a new request and specify the details of your issue.

A Microsoft engineer will contact you shortly (typically the same day, and often-times within minutes) to
help you with your issue.

Outiook Calendar People Newsleed SkyDrive Sites ++ Admin e Karen Berg » fol

service requests

inactive email user: firn albine s Mo cmins
To open a case with the Office 365 team via phone, simply dial 1-800-865-9408. Note: This number is
only for United States Office 365 clients.

Adding an Aliases

What is an Alias?

An email alias is simply a forwarding email address. Each email alias simply forwards email messages on
to each specified email address. Email aliases are often used to create handy replacements for long or
difficult-to-remember email addresses. They can also be used to create generic email addresses such as
webmaster@example.com and info@example.com.

Step 1: In the Admin Center find Exchange Admin Center. In the Blue ribbon at the top of the page there
is a drop down menu option when clicking on Admin, then click Exchange.
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Mewsfeed SkyDrive Sites ++- RaGINTIEEEEE RS

Office 365

i ft
SR ICroso

Lync ity
SharePoint

CRM

Step 2: Choose the person you are adding this alias under. You have a scroll option or you can search.

ﬂOfﬁce365 Outlook Calendar People Newsfeed SkyDrive Sites =« Admin v EEGICEHNEIERY

Exchange admin center

recipients mailboxes groups resources contacts shared migration
permissions

! £ e
compliance management greg x|e

o DISPLAY NAME 4 MAILBOXTYPE = EMAIL ADDRESS
organization

Greg Winston User (Archive} gregw@powermigrate365.onmicrosoft...

protection
mail flow
mabile
pu blic folders 0 selected of 1 total

Step 3: Double click the name of the person you want to set the alias up under and a new window will

appear. To add the alias to the users account click email address, then click the + emblem.
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Greg Winston

general
Each email address type has one default reply address.

mailbox usage The default reply address is displayed in bold. To change

contact information the default reply address, select the email address that
o you want to set as the default, and then double-click to
organization edit it.

* email address ]
Email address:

mailbox features

+ /-

member of

MailTip TVPE EMAIL ADDRESS

mailbox delegation Sip gregw@powermigrate365.onmi...
SMTP gregw(@powermigrate365.onmi...

Step 4: Your Email address type will be SMTP, the other options are for more advanced set ups. Below,
type in the email address you want set as the allies. Click save when ready.

Note: you have the option to reply to emails sent to the alias account using the alias email address.
Simply check the box “make this the reply address”. Otherwise, when replying to email sent to your alias
account it will use the email address the account was set up under.

new email address

Email agsfess type:

=

& SMTP
EUM

Y
oy
(]
b,
'y

) |enter a custom address type
The address can be EX, }.500, X.400, M5Mail, CcMail, Lotus Notes,
MowvellGroupWise, EUM Proxy address, and free text. Learn more

“Email address:

|inl‘a@pcwermigrate365.nnmicmsoh,mrn X

[} Make this the reply address

S
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Adding Distribution Groups
What is a Distribution Group?

A distribution list is feature of email client program that allows a user to maintain a list of email
addresses and send messages to all of them at once. Essentially a collection of user email addresses
bound to one global address

Step 1: In the Admin Center find Exchange Admin Center. In the Blue ribbon at the top of the page there
is a drop down menu option when clicking on Admin, then click Exchange.

Mewsfeed SkyDrive Sites +== RGInTIIREEEE €1 TR

Office 365

Microsoft

Exchange
Lync ity
5harePoint

CRM

Step 2: Choose group, you can modify existing Distribution Groups or add a new one.

I:IOfﬁce365 Outlook Calendar People Newsfeed SkyDrive Sites «« Admin v EEETEREEIGEEY o]

Exchange admin center

recipients mailboxes groups resources contacts shared migration
permissions
- ~ & s BET)
compliance management +-7a PR
DISPLAY NA.. & | GROUPTYPE EMAIL ADDRESS

organization

1099 Contract... Dynamic distr... 1099Contractor@powermigrate...

1099 Contractor

~
protection Accounting Dynamic distri...  accounting@powermigrate365.0n...
All Employees Distribution gr...  contosoall@powermigrate365.0nm... Bynamic Distribution Group
mail flow 1099Contractor@powermigrat
CRM Strategy Dynamic distri... ~ CRMStrategy@powermigrate365.0... e365.0nmicrosoftcom
bil Engineering Dynamic distri...  engineering@powermigrate365.on...
maobile
Executive Dynamic distri...  executive@powermigrate365.onmi... Description
public folders Finance Dynamic distri...  finance@powermigrate365.onmicr... (None)
Human Resour...  Dynamic distri...  hr@powermigrate365.onmicrosoft.... A

unified messaging

1 selected of 18 total
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Step 3: To create a new Distribution Group click the + emblem and choose Distribution Groups

A new window will open and ask for a:
* Display name (the name you want people to see)
* Alias (an internal name for the group that users will not generally see)

* Email address (the address you want the group to have in your Office 365 email system, as well
as the organization name from the drop-down to the right of that field)

* Description (what is this group for, i.e. Sales group, Marketing group, Support group, etc)
*  Ownership (who will be able to add users to and modify users in the group)
*  Membership (what users will be a part of this group and receive email from it)

* Membership Approval (whether users can add themselves to the group, or set it so that a group
Owner must approve new user additions to the group, as well as whether users can leave the
group on their own, or whether a group Owner must remove them)

When all settings are to your satisfaction, click Save in the lower right.

Note: after setting up your Distribution Group and clicking Save, that email address will be preset to
only send and receive emails from inside your organization. If you would like to allow emails from this
distribution group to be sent outside of your organization go back into that distribution group then click,
delivery management.

Help
T
general
ownershi By deflaulTl; only senders inside your . A
p organization can send messages to this —
membership group. You can also allow people outside
. the organization to send to this group.
» delivery management Choose one of the options below.
message approval (O Only senders inside my organization
email options (® Senders inside and outside of my
o organization
MailTip ]
) If you want to restrict who can send
group delegation messages to the group, add users or groups
to the list below. Only the specified senders
will be able to send to the group and mail
sent by anyone else will be rejected.
All senders can send messages to this
roup.
group v

save ‘ ‘ cancel
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Creating External Contacts

What is an External Contact?

External contacts represent people outside your organization who can be added to distribution
groups and displayed in your organization's address book and other address lists. External contacts
have email addresses outside your organization, and can't sign in to your domain.

Step 1: In the Admin Center find Exchange Admin Center. In the Blue ribbon at the top of the page there
is a drop down menu option when clicking on Admin, then click Exchange.

Mewsfeed SkyDrive Sites +== RGInTIIREEEE €1 TR

Office 365

Microsoft

Exchange
Lync ity
5harePoint

CRM

Step 2: Select Contacts then click the click the + emblem and choose Mail Contact. At this point,

complete filling out the external contacts information then save to complete adding an external contact.
Note: you do have a bulk upload option just to the right.

I:lOffice365 Outlook Calendar People Newsfeed SkyDrive Sites == Admin~ Karen Berg « £

Exchange admin center

recipients mailboxes groups resources contacts shared migration
permissions
compliance management +- P e
: Mail contact TA.. | EMAIL ADDRESS
organization )
Mail user

items to show in this view.

protection \

mail flow

mobile

public folders

0 selected of 0 total
ninifiad rmaccaninn

718 Washington Ave. N., Suite 202, Minneapolis, MN 55401
612-339-3355 | 1-866-770-3355
| 1 e

www.powerobjects.com

Education Add-ons




®OPOWER
®OBJECTS

Setting up Mailbox Rules
Step 1: In the Admin Center find Exchange Admin Center. In the Blue ribbon at the top of the page there
is a drop down menu option when clicking on Admin, then click Exchange.

Mewsfeed SkyDrive Sites +== RGInTIIREEEE €1 TR

Office 365

Microsoft
Exchange )

Lync ity

SharePoint

CRM

Step 2: Choose mail flow on the left side to bring up the Rules page. Click the + emblem.
Note: Individual user accounts can also create mail rules for their account alone.

UOfficeBBS Outlook Calendar People Newsfeed SkyDrive Sites === Admin~ EECIEIN:EEES

Exchange admin center

recipients rules delivery reports message frace accepted domains connectors
permissions
compliance management +-/7s o0tV R
- ON RULE
organization
Notify In Outlook:External Recipient Credit Card '
LR e [ P S et Notify In Outlook:External
protection Notify In Outlook:Internal Recipient Credit Cards Recipient Credit Cards
. Protect-Do not forward
mail flow If the message...
. Is sent to ‘Outside the organization’
mobile

and The message contains these sens
<

public folders

1 selected of 3 total

Rules in Office 365 operate on a simple principal: If something occurs, Then do the following.

Step 3: You are provided many options for rules in Office 365. Simply use the If drop-down to select
what should trigger the rule action. Use the Do the following: drop-down to select exactly what you
want Office 365 to do when your If selection occurs.
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Configuring Mobile Device Policy in Exchange Online

Many enterprises enforce security policies on mobile devices that connect to the corporate email
system. With Office 365, IT is in control of this and many other Exchange Online policies and
configurations. Follow these steps to set a mobile device security policy.

Step 1: On the Exchange Online administration page, in the column on the left, click Mobile. Under
Mobile Device Access, you have an Edit option by Exchange Activity Access Setting, click Edit.

IJOfﬁce365 Outlook Calendar People Newsfeed SkyDrive Sites <« Admin~ Karen Berg « ﬂ'

Exchange admin center

recipients mobile device access mobile device mailbox policies
permissions
compliance management Exchange ActiveSync Access Settings

Allow synchronization with mobile devices that aren't managed by rules or personal exemptions.
You haven't selected any administrators to receive quarantine email messages.
No custom text is added to messages sent to users by Exchange ActiveSync.

protection
mail flow

Quarantined Devices

organization

mobile L s

Step 2: Select the Connection Setting you want then click the + emblem. Choose the individuals you
want then save

) . Help
Exchange ActiveSync access settings
Connection Settings A
When a mobile device that isn't managed by a rule or personal -
exemption connects to Exchange:
) Block access
(O Quarantine - Let me decide to block or allow later
Quarantine Notification Email Messages
Select administrators to receive email messages when a mobile
device is quarantined.
DIS AME 4  SMTP ADDRESS
Text to include in messages sent to users whose mobile device is in
quarantine, blocked, or in the process of being identified:

‘ save ‘ ‘ cancel ‘
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Changing Personal Information
In the Microsoft Online Portal any user, not just company administrators, can change personal setting

information. Information like, organization address and phone, software downloads, change password,
contact preference, language and get started information. To view or change this information click on
the Office 365 settings icon, upper right hand corner.

Office 365 settings

WU

Search help and community 0O

Change personal password
If you would like to change the password on your account go to the Office 365 setting section in the

Microsoft Online Portal. Any user, not just company administrators, can change their password.

Step 1: In the Office 365 Settings page click, password. Your account will immediately ask you to sign
into your account again, security precaution.

Step 2: After you sign back into your account type your old password in once, then your new password
twice, then click save.

NOTE: Global Admins can reset the passwords for all users’ accounts. Resetting a password provides a
temporary password. The user would sign into the Microsoft Online Portal using their username (email

address) and temporary password. At that point the user would immediately set the password to what
they want.

Directory Sync and federation for Office 365

Learn how to install and configure Active Directory Synchronization (DirSync) in Office 365, which is a
preliminary step for the Office 365 federation and hybrid scenarios.

Installing and Configuring Active Directory Synchronization

Learn how to prepare for and install Active Directory Federation Services (AD FS), which is a preliminary
step for the Office 365 federation and hybrid scenarios.
Installing and configuring Active Directory Federation Services
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Naming Partner of Record in Microsoft Online Services

The steps below are to make PowerObjects the Partner of Record for your Office 365 account or
Dynamics CRM Online account. Only company administrators can make this kind of change to the
companies account.

PowerObijects Partner ID number is: 1488114

Step 1: Go to the Microsoft Online Portal and sign in using your username and password.

Step 2: In the Microsoft Portal, on the right hand side of the screen, click licensing. This will show your
company subscriptions. Click on your company’s subscription.

] Office 365

Office 365 admin center

dashboard subscriptions licenses

setup
SUBSCRIPTION QUANTITY

users and groups Microsoft Dynamics CRM Online Trial 25 user licenses
domains Office 365 Enterprise E3 Trial 25 user licenses
licensing
service setting

- . resources
service health Learn about managing your subscriptions

Learn about assigning licenses to user accounts

reports Optional privacy and security contractual supplements

Step 3: The next page will show you your Subscription details. Under partner information, click add.

1] Office 365 A’

©

subscription details

=
Microsoft Dynamics CRM Online Trial Buy now service usage address
1 Microsoft Way
Redmond WA 98052

Status: Expires May 01, 2013

partner information
add

718 Washington Ave. N., Suite 202, Minneapolis, MN 55401
612-339-3355 | 1-866-770-3355
| s | ]|
www.powerobjects.com
Education Service Support

25 user licenses

X

Add-ons



https://login.microsoftonline.com/login.srf?wa=wsignin1.0&rpsnv=2&ct=1357924529&rver=6.1.6206.0&wp=MCMBI&wreply=https://portal.microsoftonline.com/landing.aspx?target%3D%252fdefault.aspx&lc=1033&id=271346

®OPOWER
@OBJECTS

Step 4: Under Microsoft Partner ID, type 1488114, then check ID. PowerObjects will show in green type
as the Partner found. You can then click ok.

partner information (optional)

Subscription advisors are authorized Microsoft partners who can help you with purchasing decisions and
advise on Microsoft Online Services. If you have a partner that you work with, enter their Microsoft partner

code to associate the partner with your subscription. Selection of a subscription advisor is optional.

Microsoft partner ID:

[ 3

Partner found: PowerObjects

By continuing you agree that Microsoft can share your ongoing contact and subscription information

partner. For more information, please review the privacy notice.

Step 5: Your Partner Information will change to show PowerQObjects as your partner under that specific
subscription. If you have more subscriptions and would like to make PowerObjects the Partner of
Record, please go back to your subscription and follow steps 2-4. Thank you!

] Office 365 A’
©
subscription details
o
Microsoft Dynamics CRM Online Trial Buy now service usage address

1 Microsoft Way
Redmond WA 98052

Status: Expires May 01, 2013

partner information
PowerObjects
edit

25 user licenses
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Converting a Trial Account to a Paid Subscription

Microsoft invites you to convert your Dynamics CRM Online Trial account to a paid subscription.
Purchasing your subscription grants you unlimited access to all the powerful communication and
collaboration tools you experienced during your trial.

Step 1: You may have more than one trial account activated at once. Click Purchase now in your account
alerts to convert the trail immediately.

. ALERTS
Office 36!
0
dashboard One of your trial subscriptions expires in 16 hrisel
days. Purchase now :
setup

o

One of your trial ions expires in 4

users and grot
9 days. Purchase now

. LEL INOrmauon on ydrnimer
domains
licensing

Step 2: Customize your order by choosing the number of licenses you’d like to order. You have the
optional add-ons to select from before checking out. Once you have the number of licenses you want
click check out.

] Office 365 Karen Berg « &

Customize your order

shopping cart L
Microsoft Dynamics CRM
Online | 1 year term Details Microsoft Dynamics CRM Online
user licenses at $44.00 per user
license, per month subtotal $352.00
per montn

optional add-ons =
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Step 3: Follow the three steps Microsoft lays out for you to purchase your licenses. If you would like to
add more licenses or purchase more licenses or add other Office 365 plans to your subscription you can
do so in the purchase services section in the admin center.

Note: to drop a licenses from your account you will need to open a service request ticket with Microsoft,
create a service request ticket under the billing department.

Links for Additional Assistance

As the admin, there are a few important setup tasks you need to do before the people in your
organization can use Office 365. This guide leads you through those tasks. The goal is to help you get
your organization up and running quickly.

Set up your organization for Office Enterprise

A new Office has arrived. It's a powerful service that helps you unleash your best ideas, get things done
and stay connected on the go. Simply sign in for a personalized experience and all the most up-to-date
Office applications, with new and enhanced features continually being added.

Office 365 training for IT pros

Microsoft Office 365 Community. This is a great way to see how other Office 365 users/companies
communicate and learn about Office 365. It has features such as Blogs, Forums, Wikis and
troubleshooting section.

Microsoft Community

SharePoint and SkyDrive:
Start using SharePoint sites, SkyDrive Pro, and Newsfeed to share documents and ideas... click here
Save documents online... click here

Lync:
Start using Lync for IM and online meetings... click here

Office Web Apps:
Get Started with Office Web Apps... click here
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http://office.microsoft.com/en-us/office365-suite-help/set-up-your-organization-for-office-365-enterprise-HA102818404.aspx?WT%2Emc_id=eml_CXM_EN-US_X_T_Admin_E3_XTE3-A-01%2E1
http://technet.microsoft.com/en-us/office365/hh699847
http://community.office365.com/en-us/default.aspx
http://office.microsoft.com/en-us/office365-suite-help/start-using-sharepoint-sites-skydrive-pro-and-newsfeed-to-share-documents-and-ideas-HA103105947.aspx?videoId=67235223-b2dc-4b90-8e24-55ebeeb45741&from=sharepermalink&src=v5:share:sharepermalink
http://office.microsoft.com/en-us/support/save-documents-online-HA102827800.aspx?videoId=c41bc9de-af78-4352-a042-59f48e214f26&from=sharepermalink&src=v5:share:sharepermalink
http://office.microsoft.com/en-us/office365-suite-help/start-using-lync-for-im-and-online-meetings-HA103105905.aspx?videoId=3572587c-8e5a-47fc-9b18-9a47bb056eb4&from=sharepermalink&src=v5:share:sharepermalink
http://office.microsoft.com/en-us/web-apps-help/get-started-with-office-web-apps-HA101785172.aspx?videoId=322ee672-f1a4-41b3-8731-ba279e3a0862&from=sharepermalink&src=v5:share:sharepermalink

