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Introduction

Microsoft® Office 365 for enterprises is a set of web-enabled tools that lets you access your email,
important documents, contacts, and calendars from virtually anywhere and on almost any device.
With a range of subscription plans designed to meet the needs of businesses of all sizes, the senice
brings together online versions of the best communications and collaboration tools from Microsoft
plus Microsoft Office 2010 Professional Plus. Office 365 works seamlessly with the programs you
already know and use—Microsoft Outlook®, Microsoft Word, Microsoft Excel®, and Microsoft
PowerPoint®. This much-anticipated cloud senice gives enterprises the capabilities and efficiencies
to grow and target more rapid success.

Powerful security features from Microsoft help protect your data, and when the senice is released for
general availability, it will be financially backed with a 99.9 percent uptime guarantee. Office 365 was
designed to give enterprise IT departments the control they need owver policies and configuration,
while leaving server maintenance and upkeep to Microsoft.

Who Should Read This Guide

This guide is intended for administrators and technical decision makers in your company who want to
gain experience with Office 365 to evaluate better its benefits for your company. You can create up to
25 user accounts for other decision makers in your company who want to experience the Office 365.

Assumptions

To use this guide, you need to have acquired a trial account, or be ready to acquire a trial account to
start working with the Office 365 environment. The guide assumes that you are using an E3 trial or
subscribing to one of the “E” plans for Office365. The guide can also be used effectively with the
Small Business Plan, but there are differences in capabilities that affect step-by-step instructions.

[fNote

The trial lasts for 30 days, which begins on the day you activate the account. If, within the 30-day
trial period, you decide to convert your trial to a paid subscription, see Scenario 11: Converting a
Trial Account to a Paid Subscription for information about how to perform the conwersion. If you
need more time, submit a support request to ask for a trial extension.

As the account administrator, you should have general administrative skills in Microsoft Windows ®.
You should also be able to work in management control panels to create users, allocate resources,
and perform other common administrative tasks.

To use your company domain or a test domain name on your Office 365 account, you should be
familiar with managing your domain name and records, and have access to your current domain’s
Domain Name System (DNS) records.
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What's in This Guide

This guide begins with a review of the senices that are available in Office 365, and a description of
their capabilities. The rest of the guide is designed to be used as a real-time road map that provides
step-by-step instructions to help you understand quickly how to configure your environment, manage
your company’s account, and then work with the senices that are available in Office 365.

These step-by-step procedures are grouped into the following scenarios:

e Scenario 1: Signing Up for a 30-Day Trial

e Scenario 2: Performing the “Start Here Tasks”

e Scenario 3: Adding a Custom Domain to Office 365
e Scenario 4: Managing Exchange Online

e Scenario 5: Managing a SharePoint Site Collection
e Scenario 6: Preparing Your System for Office 365
e Scenario 7: Using Exchange Online

e Scenario 8: Using SharePoint Online

e Scenario 9: Using Lync Online

e Scenario 10: Getting Support

e Scenario 11: Conwerting a Trial Account to Paid Subscription

This document does not include content migration directory synchronization, or coexistence
scenarios. Please refer to the Office 365 Deployment Guide for details on these advanced scenarios.

Office 365 Services Overview

Email, Calendar and Contacts

Microsoft*

~ Exchange Online

Office 365 provides you with access to email, calendar, and contacts from virtually anywhere at any
time on desktops, laptops, and mobile devices, while helping to protect against malicious software
and spam.

e Easily manage your email with 25 GB mailboxes, and send emails up to 25 MB in size.

e Work from almost anywhere with automatically updated email, calendar, and contacts across
devices you use most, including PCs, Macintosh computers, iPhone, Android phones,
BlackBerry Smartphones;,l Microsoft Windows Mobile, and Windows Phones.”

e Connect with Microsoft Outlook 2010 or Office Outlook 2007, and use all of the rich Outlook
functionality you already know and use, whether you are connected to the Internet at home or
in the office, or are working offline.

e Access your email, calendar, and contacts from nearly any web browser while keeping a rich,
familiar Outlook experience with Outlook Web App.

e Use your existing domain name to create customized email addresses powered by Exchange
Online (for example, mark@contoso.com).

! Users of BlackBerry Internet Service get push email and can add calendar and contacts to their BlackBerry
device through a wired sync with Outlook on the PC.
2 Access frommobile devices depends on carrier netw ork availability .

Microsoft
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e Easily schedule meetings by sharing calendars and viewing them side-by-side, seeing your
colleagues’ availability and suggested meeting times from your calendar.

e Help protect your organization from spam and \iruses with Microsoft Forefront® Online
Protection for Exchange, which includes multiple filters and virus-scanning engines.

Team Sites and Public Websites
~ SharePoint Online

Microsoft SharePoint® Online helps you create sites to share documents and information with
colleagues and customers. It lets you do the following:

e Work together effectively by sharing team documents and tracking project milestones to keep
everyone in sync.

e Keep your team’s important documents online, so the latest versions are always at hand.

e Provide all team members with online access to critical business information whenever and
wherever they need it.

e Easily protect critical business information by controlling who can access, read, and share
documents and information.

e Share information with people outside your organization, including customers and business
partners.

Office Web Apps

. b‘l'l»\nl.l
0 Office Web Apps
Office Web Apps are convenient online companions to Word, Excel, PowerPoint, and Microsoft

OneNote®, that offer you an easy way to access, view, and edit documents directly from your web
browser.

e Simultaneously edit Excel spreadsheets and OneNote notebooks with others in real time, and
see exactly who is editing and viewing your documents.

e Access and view files from your mobile device.

e View documents in high fidelity.

e Ensure that viewers see files with consistent formatting when moving between Office Web
Apps and desktop Office applications.
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Instant Messaging and Online Meetings

Microzoft! .

LyncOnline
Microsoft Lync™ helps you find and quickly connect with the right person from within the Office
applications you already use.

e Find and connect with colleagues and customers from \irtually anywhere via rich presence,
instant messaging, audio-video calls, and online meetings.

e Use the presence indicator to see when co-workers and partners are online and available.

e Make PC-to-PC wice and video calls with colleagues and customers.

e Conduct rich online meetings, including audio-, video- and web conferencing, with people
both inside and outside your organization.

e Share your desktop, online whiteboards, and presentations with colleagues and partners
inside and outside your organization.

e Click to communicate with other users of Office 365, Microsoft Windows Live® and MSN
Messenger.

®

Office Professional Plus

§ Microsoft*

10.0Office Professional Plus

With Office Professional Plus, your people are equipped with powerful ways to do their best work
from more places—whether they’re using a PC, phone, or web browser. As part of Office 365, Office
Professional Plus delivers the complete, familiar, and intuitive applications you need to keep your
business connected.

e Master your Inbox and calendar with Conwersation View and other advanced management
tools in Outlook.

e Lewerage the power of business and social networking right within Outlook with the Outlook
Social Connector.

e Collaborate with control and confidence with co-authoring.

e Instantly share slideshows, across town or around the world with PowerPoint Broadcast Slide
Show.

e Create presentations that are as brilliant to watch as they are easy to create with new video
and photo editing tools in PowerPoint.

e  Quickly work with hundreds of millions of rows of data in Excel. Transform enormous
quantities of data into meaningful information.

What You Need for the Guided Tour

Works Best with Two Systems

This guide is written so that most tasks can be completed on one system. Some collaboration and
communications features of Office 365 features can only be demonstrated using two systems. Virtual
system can be used, but if hosted on the same system, you will not be able to make a phone call
using Lync Online.
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Software Requirements

You can access the Office 365 senices using a variety of software, such as Internet browsers and
Microsoft Office 2007 and Microsoft Office 2010. For the complete list of supported operating systems
and requirements for each senice, see http://onlinehelp.microsoft.com/en-us/Office365-
enterprises/ff652534.aspx#BKMK_RecommendedOperatingSystemsAndSoftware.

Current Business Productivity Online Suite Users

When you configure a system for use with Office 365, the system may no longer work with Business
Productivity Online Suite. For this reason, use a different workstation for working with the Office 365
Trial than the one you use to access Business Productivity Online Suite. Also, note that a custom
domain in use with Business Productivity Online Suite cannot be used with Office 365 as well.

Documents and Photos
Before you begin, locate a few files so that they are ready when you need them.

1. Locate afew Office documents that are typical for your business, and have them available.
These documents will be uploaded to SharePoint Online.

2. ldentify a PowerPoint slide deck to use with a Lync Online meeting. This deck will be
uploaded to Lync Online. It can be one of the documents used for SharePoint Online.

3. When working with Lync Online, you can optionally add pictures of your co-workers to
improve the experience, and more closely simulate the actual experience of using Lync
Online in an Enterprise environment. Locate a male and female picture no larger than 30
KB in size, and approximately 1 to 1.5 inches square.

Voice and Video

If your organization allows it, and your hardware is set up for it, you can use Microsoft Lync Online
communications software to communicate with your contacts using wice and video. To make a video
call, you need a webcam, and either speakers and a microphone, a headset, or a USB audio device.
You do not need a webcam to receive a\ideo call from someone else.
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Guided Tour

The following step-by-step tour is a fast way to become familiar with the features available in Office
365. This section contains information about how to register for the Office 365 30-day trial, set up
your account, and install and set up the necessary software components on your computer.

Because each scenario builds on the previous scenarios, we strongly recommend that you complete
the scenarios in order. Doing so helps ensure that your system is configured with the appropriate
users, permissions, and components for subsequent tasks.

Scenario 1: Signing Up for a 30-Day Trial

Your organization can sign up to use Office 365 for a 30-day trial at http://office365.com.

Task 1: Signing Up for the Trial

1. Browse to https://Office365.com and click Free Trial.
2. Complete the Sign Up page with your company information.

wa Office 365

3. In text box labeled New domain name, enter your company name or the domain that you
want to use with Office 365.

[#Note

The name you enter here will be used to create your default logon identity. In this
example, the logon will be karenb@fabrikam.com. Take a moment to consider the
domain name to use. Once the account is created, the name cannot be changed.

Creating the trial account with your company or domain name will not affect your

current DNS or email settings in any way.

Microsoft
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9.

Click Check availability. If the domain entry is not unique, you will be asked to re-try.
Optionally, change the New Microsoft Online Services ID.

In Create new password, enter a new password of at least 8 characters and at most 16
characters. The page will inform you if the password you enter does not meet complexity
requirements.

Click the Microsoft Online Subscription Agreement link, and read the document.
Click the Privacy Statement and read the document.

...........

4 - 5 —
&' ™[

If you accept the Microsoft Online Subscription Agreement and the Privacy Statement,
click I accept and continue. You will be logged into the senices.

[#Note

After your 30-day trial ends, you have an additional 30 days to convert your account

to a paid subscription before your account, data, and customizations are deleted. For
more information about converting your account to a paid subscription, see Scenario
6: Converting a Trial Account to a Paid Subscription, later in this document.
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Scenario 2: Peforming the “Start Here Tasks”

In the Office 365 trial, administrators are provided with a recommended workflow called “Start here

”
tasks.
Microsoft Admin
. ] 1} # 3R I DECNPHON RaPies i 76 days
2]
g Start here tasks
\vdm ow
’
w the ¥
ate » tom plar t
A Check out the | age for u Resources
Admin shortcuts
1]
Microsoft Office 365
i sl ST Community
tant saging with 110 and wwdeo and colne meetngs
PR Access on the go
' i I fa vel ! 5 Connect your mobils devics
o access your ema
documents. and calendar
he most of y e ok apphcatons when yo nnect 110 ¢ e 36

Miresolt ©1011 Mereeolt Comporation Lags

In this section of the tour, you will:

Add and edit user accounts

Reset user account passwords

View the Setup Overview page

Create a custom pilot or deployment plan
Review the Home page for users

Task 1: Adding Users to the Trial
As a best practice, when you first sign in to the Office 365 portal, you should create a second Global
administrator account. In situations where the administrator is unavailable due to unexpected

circumstances, or the password is forgotten, having a second global administrator account ensures
access to all configuration and setup capabilities.

Microsoft Corporation
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First, you will create Kim Akers’ account and make her a Global administrator. Then, you will create a
standard user account for Chris Gray.

1. Under Start here tasks click Add users.

2. For First name, enter Kim; for Last name, enter Akers; for Display name, enter Kim
Akers; and for User name, enter KimA.

Ne

[$Note

(Optional) You can enter other details by clicking Additional Properties. These
details appear in the Global Address List for Microsoft Exchange Online and Lync
Online. This additional information can be useful in day-to-day business operations.
For example, if you need to reach someone who is not online, you can easily lookup
his or her phone number.

3. Click Next.

4. In the Settings page, under Assign Role, select Yes in response to Do you want this
user to have administrator permissions?
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Set user location

5. Click the link Learn more about administrator roles, and review the type of administrator
roles available in Office 365.

6. Set the administrator type of Global administrator in the pull-down list.

7. Under Set user location, set the location for the user.

8. Click Next.

9. On the Assign licenses page, click Microsoft Office 365 Plan E3, and then click Next.

Miorosoft

10. (Optional) On the Send password in email page, select the Send email box, enter your
email address in the text box, and then click Create.

Microsofy “aren Ben)
e Sarvices
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11. For later use, write down the password for Kim.

Results

Qe yOUS Tosdts, Puase HOWY INGE S Canges My Lk Line L0 S00ly 006 MUK Servites
'} 1 Mwer name Jerrpuracy peewworyd
Results Akars NIQREED

12. Click Finish. Kim is now listed as a user.

Microsoft Ko Bary

Cnire Serwoes Home Dutiook Team Site Admin Wy prtie | Sy as

g% e
Ao Duwctry syndwonizater
Manage v tacts in Ezchange Onl
- ’
L Dtsttan iy iser 1iame
& ann Berg arecOOlany ha L.CofY
"- K Ake KimAQ K L}

13. Click New, and then click User.

14. Repeat steps 3-12 to add a second user, Chris Gray (assign the user name ChrisG)—but
do not make Chris Gray an administrator.

15. Click Admin at the top of the screen to return to the main administration page.
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Task 2: Working with User Accounts: Using Bulk Editing

1. On the Users page, click the Select All check box at the top of the column of check boxes,
and then click Edit.

Microsalt Admin

N

On the Bulk edit users page, click the Select All check box at the top of the column of
check boxes, and then click Edit.

In Domain, select the custom domain you validated earlier in the guide.

Complete the form by adding your company information.

Click Next.

On the Settings page, click Next.

On the Assign licenses page, click Submit.

No o,

[ Note

Note the warning stating “You can’t edit yourself through bulk edit.”

8. Click Finish.

Task 3: Working with User Accounts: Resetting a User’'s Password
One of the most common administrative tasks is resetting a user’s forgotten password.

On the Users page, select the check box next to Chris Gray.

Click Reset password.

On the Send Result in email page, click Reset Password.

On the Results page, note the temporary password for later use, and then click Finish.

B .
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[$Note

You can assign the “password administrators” role to designated individuals.
Password administrators can reset passwords but do not have the authority to make
other changes in the Office 365 administration portal.

Task 4: Viewing the Setup Overview Page

The Setup Overview page has useful information and links to features including Single sign-on,
Active Directory synchronization, mailbox migration and senice configuration.

1. Atthe top of the page, click the Admin menu option.
2. Under the Start here tasks, click Setup Overview in step 2.

Microuly

Single algs ou

Active Dérectory synchromtzation

3. After reviewing this page, click Admin at the top of the screen to return to the main
administration page.

Task 5: Creating a Custom Pilot or Deployment Plan

The Office 365 administration portal can assist you in producing a plan for piloting or deploying Office
365. You can run the wizard as often as you want. In this task, you will step through creating a plan
for a pilot of Office 365.

Under Start here tasks, click the pilot or deployment Oveniew in step 3.

On the Select a plan page, select Pilot and then click Next.

Under Services, select all the senices and then click Next.

On the Existing email environment page, note that an on-premise Exchange 2007 or
Exchange Server 2003 is selected. Select the settings that best describe your
requirements and then click Next.

P wbhpRE
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5. On the Email coexistence page, select Simple coexistence and then click Next.

[$Note

The administration portal often has links labeled learn more. Look for these links next
to important topics.

6. On the Users and credentials page, select On-premise users with Microsoft Online

Services ID sign-on, and then click Next.
7. Review the Summary page, and then click Finish.

Wronait

2. A yoor domain

4, Ragin staged melibox  Usw the

migrations

8. Review the contents of the plan. Notice the plan includes not only tasks related to
configuring the senices, but also communications with users and deployment of client

software.
9. Click Admin at the top of the page to return to the main administration page.

Task 6: Reviewing the Home Page for Users in Office 365

When Administrators log on to http://portal.office365.com, they see the main administrator page.
Regular users (that is, users who are not assigned an administrator role) are shown the Home page

instead of the Admin page.

1. Under the Start here tasks, click Home in step 4.
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Start here

This page allows users to download software needed for their workstation, access
SharePoint Online, and launch Outlook Web Access. The Start here workflow at the top of
the page provides an easy to find, easy to understand reference for user’s to follow. Also,
note that Resources are available, such as guidance for Connecting a mobile device.

Scenario 3: Adding a Custom Domain to Office 365

This recommended, but optional, exercise is for administrators who want to associate a company
domain name (such as contoso.com) with Office 365. By following these steps, you can configure
mailboxes with a format similar to kim@contoso.com instead of your initial assigned domain, which
resembles kim@contoso.microsoftonline.com.

Before you can use a custom domain with Office 365, you must prove that you own the domain. This
is done completely online through a process called validation. The validation process requires you to
update the DNS settings for the domain with a uniqgue marker issued to you. Office 365 will then
query the DNS senver to see if the marker is present. If found, the domain is validated.

Validating a domain does not affect your current email routing or any other DNS settings other than
those you adjust.

[$Note

The following steps configure Office 365 to be the sole mail sernver for the domain you
select. The Office 365 trial can be configured for coexistence with an on-premise mail
server, but that is out of scope for this document. See
http://onlinehelp.microsoft.com/en-us/office365-enterprises/ff652556.aspx for more
details.

Microsoft
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Task 1: Adding a Custom Domain

1. Browse to https://portal.microsoftonline.com and sign in with your administrator credentials.
2. In the column on the left under Management, click Domains.

e s e ==

b Chaik dpomain »

dareain

3. On the Domains screen, click Add a domain.

4. Type the domain name to use with Office 365 in the text box, and then click Check
Domain.

5. Read the Domain Confirmation information. If the information appears correct, click Next.
If the information is incorrect, select another domain or contact the party responsible for

managing your domain registrations.

Task 2: Verifying a Domain

The Verify domain page provides instructions on how to make the required DNS entries.

When the specific instructions for your registrar are on file, the Verify domain page will contain more
detailed instructions specific to your DNS provider. For more information, click the Verify a domain at

any domain registrar link in the Verify Domain page.
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Log on to your DNS provider’s site, and access the page where you can add and edit DNS settings
for the specified domain as instructed. Note that because DNS providers support different features,
there are two ways you can verify ownership: by creating a TXT record or an MX record. The TXT

record is the preferred method. The werification DNS record will not affect how your name domains

work.

=

Sign in to your DNS provider's administration page.
Configure the settings as provided in the instructions, and save your entry.

Return to the werification page on the Office 365 administration portal, and click Verify. If
verification fails, double-check your entries and try again. Your registrar may implement
DNS in such a way as to require a waiting period ranging from a few minutes up 72 hours
for the DNS entries to be update.
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At this stage you are ready to add users. DNS setup will be completed when you are
ready to start routing mail to Office365.

3. Click Configure DNS records.

Meoxsolr
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4. Add the remaining DNS records to your DNS settings for the custom domain.

IMPORTANT

By adding an MX record to the DNS settings, you are directing all mail for the domain
to be routed to Exchange Online. You can choose to do this now, or add the MX
record later. If you do not add the MX record, you can still send and receive mail
using <domain>.onmicrosoft.com email address.

5. When completed, click Next.
6. On the Finish page, click Finish.

Scenario 4: Managing Exchange Online
In this scenario, you will configure some of the most popular features of Exchange Online.

Task 1: Creating External Contacts

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.

1. From the Exchange Online User and Groups page, click External Contacts.

€i231ange Online
- warst 0

Users & Groups 3 % Q} ':\%

I Extermad Contacts

2. Under External Contacts, click New.

3. In the New External Contact Form, enter the following information:
First Name: Andy
Last Name: Byrne (Consultant)
Display Name: Andy Byrne
Alias: c-andyb

External Email Address: Abyrne@contoso.com
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New External Contact
*Required fields

First name

Andy

Intial

Last name

Byma

* Dusplay name:

Andy Byme (Consuitant)
* Alias

c-abyms

* External e-mail address

Abyrne@coatoso.com

1. Press Save.

Task 2: Creating a Distribution Group

A distribution group, also called a public group, is a collection of two or more people that appears in
the shared address book. When an email message is sent to a group, it goes to all members of the
group. Using a group, instead of typing individual email addresses, saves time and ensures that
ewveryone is on the same page.

In this task, you will create a distribution group that includes Kim Akers and Chris Gray. A distribution
group can optionally be configured toreceive email from external users. This allows you to create a
list such as “support,” “sales,” or “inquiries” designed for the public to use.

1. Atthe top of the Users page, click Admin.

Home  Outlook Team Site Admin

2. Under Microsoft Office 365, under Exchange Online, click Manage.

Microsoft Office 365
Exchange Online
Outlook settings and protection.

vidnage

3. In the Exchange Online administration page, click Distribution Groups.
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& Audting

There are na tems 1o show in this view

0 sefectad of O total

Under Distribution Groups, click New.

5. In the New Group form, add the following information.
Display Name: Fabrikam Sales

Alias: Sales

Email-address: sales@<your domain name>
Description: Sales team communications

New Group (7]

Ea

* Display name;
Fabtkam Sales

* E-mai address

Sales @ fabrkamfurniturecom ~

Doscriptioe

Sales team communcations

Make this group 3 sequnty group
Ownaaship £
* Owners:

5P Add == Rpmove

G4 Xaren Berg

6. Set the check box named Make this group a security group. Setting this box allows you
to restrict access to content in SharePoint Online to just the members of the Sales team.

7. Read the message in the Information box, and then click Close.
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8. Note the options available for distribution groups. By selecting to make the distribution
group a security group as well, users cannot self-add, or self-remove their membership.
Click Save.

9. From the Exchange Online administration console, select the Fabrikam Sales distribution
group, and then click Details in the menu under Distribution Groups.

E)t?hangeOn-ime Karen Bergy

. vt @ -
Users & Grougs 3 ﬁ q 7'3
v & At . » Datribution Grougs terna Mait Migraticn
Distribution Groups
& v Titetes X O
Fabirkam Sales SeesOfsbrikenfirnture com

L selected of 1 totad

10. In the Fabrikam Sales window, click Membership and then click Add.
11. Add Kim Akers, Chris Gray, and Andy Byrne to the distribution group, and then click OK.
Note that external contactors can be members of a distribution list.

»

Membership
Members:
% Add.. == Remove
€3 Andy Byrne (Consultant)
94 Chirs Gray
184 Karen Berg
83 Kim Akers

12. Scroll down till you see Delivery Options.
13. Click Delivery Options.
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14. Select Sendersinside and outside my organization.

Fabirkam Sales (¥}
Defrvery Managument =

By defaust, only Senders INSids YOur oroanaation can
send messagss 10 this groep. You can also stow
pecple outade the ccgancation to send to this group
Chooze ane of the options beiow
Only senders msade my organaaton
@ Ssnclers eade and outside of my argangatian

¥ you wart {o restnct who can send messages to the
groap, add wsers or groups 1o the Ast below, Only the
specified senders will be able 1o sand 10 the group snd
mai sert by anyone else wil be rejected

" Acd

AF senders can send messages to this group

Mossage Approvsl ¥
E-Ma(l Options ¥
At ~

15. Scroll down until you see MailTip.

16. Click MailTip.
Mail tips warn users of potential issues if they send an email message to the group. MailTip
text appears when the group is added to the To, Cc or Bcc fields of a new email message.

Microsoft Corporation Page| 24


http://help.outlook.com/en-US/140/ms.exch.ecp.EditDistributionGroup.aspx?v=14.1.225.27&l=1&s=BPOS_S_E14_R5&cl=cp
https://pod51008.outlook.com/ecp/UsersGroups/EditDistributionGroup.aspx?pwmcid=1&id=33d648e1-8b82-4118-9ea2-a587f37216b1&ReturnObjectType=1
https://pod51008.outlook.com/ecp/UsersGroups/EditDistributionGroup.aspx?pwmcid=1&id=33d648e1-8b82-4118-9ea2-a587f37216b1&ReturnObjectType=1

17. In the text box under MailTip, type This list includes contacts external to the company.

MailTip

»»

You can create a MailTip to be displayed when people
send e-mail to this group.

This list includes contacts external to the company.

18. Click Close.

Task 3: Adding an Alias to a Mailbox

A mailbox is assigned to an email address associated with a user. Often, a mailbox needs additional
email addresses to sene a business purpose, such as receiving the results of suney, customer
feedback, or support requests. This allows you to provide contact information to the general public
such as “for more information, contact us at info@contoso.com,” without exposing an user’'s actual
email address. This task shows you how to add an alternate email address to a user's mailbox.

1. Atthe top of the Exchange Online administration page, click Mailboxes.

¢ & % %3

Mailboxes Distribution Groups  External Contacts  E-Mail Migration

2. Double-click Chris Gray.

e
Exchange Onling
- Myl @
Uters & Groups 3 6 0‘ '2\5
= A Mebsoxor ' r21g terme fact Az! Niggrae
Maibores
Sefect vw: NI mathooes b g
=D e = | Ghimp Sosann X & O
e Clvis Gray User ChsGOtabniamfumiers cam
e Kaen Serg Lser KararQtabniamfue e com
8 Koo Abers User KimaAgTabokamburmeturs com

3. In the Chris Gray form, click Email Options and then click Add.

4. In the Add an email address webpage dialog box, in the Email address entry, type
support.
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5. Set the domain to your custom domain using the pull-down list, and then click OK.

E-mail address:

support @ fabrikamfurniture.com -

S oK | ¥ cancel

6. Note support@(domain).com is now listed for Chris Gray under Other e-mail addresses.
Click Save.

Task 4: 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.

1. On the Exchange Online administration page, in the column on the left, click Phone and
Voice.
2. Click Active Sync Device Policy at the top of the page.

{):;mnge Online

- ment @
| : 0 -
a g I ?
MIP Gu ActiveSyne Device
Polcy
Phone & Voicn Exchange ActiveSync Device Policy
T [\
Abua desices that deat sippoet poies 20
Defask (Dvlauty LI/A0/2010 4A7 WA yredy onue
Dewce pasoward
Opoonad
Duvew tetiege
Dears snoppnos nel regueed
Qorage ard ws alowed
Cammra ubi alowed
Marrial 1yTte uslabon net requt ed whes canng
1 1elected of | tota Ed T poicy to change addbional tethags
3. Click New.
New Exchange ActiveSync Policy (7
*Required fields
General *
* Mame:
Require Passwards
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4. In the Name field, type Require Passwords.
5. Expand Device Security.

w

Device Security
Require a password

[7] Allow simple passwaords

Require an alphanumeric password

Password must include this many character
sets:

2 -
[7] Require encryption on device
[7] Require encryption on storage cards
Minimum password length:

&

S save | ¥ Cancel

6. Select Require a password.

7. Select Require an alphanumeric password.

8. Set Password must include this many character sets: to 2.
9. Set Minimum password length to 6.

10. Click Save.

Scenario 5: Managing a SharePoint Site Collection

SharePoint Online provides a single, integrated location where employees can efficiently collaborate
with team members, share knowledge, and find organizational resources and information. For more
details about SharePoint Online, go to http://www.office365.com.

When your account is created, a SharePoint site collection is created by default. In this scenario, you
are the senice administrator setting up a SharePoint site collection that will be used by information
workers. You will learn how to do the following:

e Access SharePoint Online
e Assign user permissions to the SharePoint Site collection
e Turn on document versioning

Task 1: Accessing your Default SharePoint Online Site Collection

You access a SharePoint Online site using a web browser by browsing to the SharePoint Online site
URL. You can locate the available URLs at any time from the Office 365 portal.

1. If you have not done so already, browse to the Office 365 portal
(https://portal.microsoftonline.com). and sign in using global administrator credentials.

Microsoft
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2. In the menu at the top of the portal, click Home.

Home  Qutlook  Team Site Admin

3. Under Team Site, click Visit SharePoint Home.

Team site

Collaborate on documents and share information and ideas using SharePoint Online.

anarer o

Task 2: Customizing the Home Page
You can easily update the content on a SharePoint Online site to suit your requirements.

1. On menu bar nextto Site Actions, click the Edit icon.

Site Actions »

e E

Browse

Fabrikam » Home

2. Replace Welcome to the Team Site! with <Your Company Name> is in the Cloud!
3. Click Save and Close on the menu.

Task 3: Assigning User Permissions to the SharePoint Site Collection

A central part of managing site collections is ensuring that users have the correct level of access to
information. Users must be given permission to access a SharePoint site collection or subsite. To
help maintain security, users are not allowed access to SharePoint sites automatically.

Administrators work from within the SharePoint site to assign specific permission lewels to individual
users or to groups. As a best practice, provide users with the minimum level of permissions

necessary to do their work. Groups are collections of users who have been combined for ease in
managing permission lewels.

Microsoft Corporation Page| 28


https://fabrikam.sharepoint.com/
javascript:;
javascript:;
javascript:
javascript:;
javascript:;
https://hilltech.sharepoint.com/sites/fabrikam/
https://hilltech.sharepoint.com/sites/fabrikam/
https://hilltech.sharepoint.com/sites/fabrikam/
https://hilltech.sharepoint.com/search/Pages
https://hilltech.sharepoint.com/sites/fabrikam/Marketing/

1. On the Home page, click Share this site.
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On the Permission Tools page, double-click the Visitors group. In the following example,
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3. In the -Site Settings - People and Groups —Visitor page, click New.

Site Actions = gl

Fabrikam » Site Settings » People and Groups - Fabrikam Visitors

Use this group to grant people read permiszions to the SharePoint site: Fabrikam

Home Search =
Groups Mew | = Actions - Settings -

Fabrikam Members

R B e — =  Picture Name About Me

Fabrikam Owners There are no items to show in this view of the "User Information List” list.

More...

4. To grant read permission to all users in your company, in the Grant Permissions form
under Users/Groups type All Authenticated Users.

5. Clear the check box labeled Send welcome e-mail to the new users.

6. Click OK.

7. Now you will give specific individuals Contributor rights on the site. On the Permission
Tools page, double-click the Members group.

8. Click New.

9. In the Grant Permissions form, type Chris Gray; Kim Akers, and then click the Check
Names control to confirm that the entry is recognized.

Grant Permissions

Select Users

Uszers/Groups:
‘fou can enter user names, Chris Gray ; Kim Akers ;
group names, or e-mail
addresses. Separate them
with semicolons. —i
il
Send E-Mail

Use this option to send e-mail Send welcome e-mail to the new users

to your new users. You can Subject:
!JSEsrzﬁt”al'ze the message that Welcome to the SharePoint group: Fabrikam Members for site: Fabr

Personal Message:

Links and information about -
the site will be added below
your personal message,

[ oK ] [ Cancel ]

10. Click OK. Kim and Chris now have permission to contribute to the SharePoint Online site,
and will receive an email with a link advising them of their access.
11. Click Home in the Site menu to return to the Home page.
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Task 4: Configuring a Document Library

SharePoint Online uses a document library to store files. A document library can be placed on a
single page, or be added as part of a composite page. By default, a document library is created for
you on the Home page in the Shared Documents section. You can find out more about document
libraries at http://technet.microsoft.com/en-us/library/cc262215.aspx.

When enabled, a document library will automatically increment the version number for every
document you check in. In addition, a copy of the each version can be kept in case you need to revert
to a previous version. Checking documents in and out, as well as reverting to previous version, can
be managed in Microsoft Office, without the need to access your SharePoint Online site in a browser.
Combined, these feature help to eliminate versioning issues that arise when multiple contributors
collaborate on a document using email.

[#Note

Retained versions of documents count as disk space used toward your SharePoint
Online quota.

1. From the Home page click Shared Documents.

Welcome to your site!

Y
.
5

U

2. Atthe top of the page, under Library Tools, click Library.

Library Tools

Site Actions| ~ Documents Library

3. On the Library Tools ribbon, on the far right side, click Library Settings.

Lomvaey Tazht
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4. In the Document Library Settings page, click Versioning settings.

Shared Documents
Iepay/ Fobemamshareoo it cory steaSatn ket Shared Decumenta/ Porma/ Al lens azes

Share o decument wih B team by odheg i 2 Srm docurrertt ibeery

Veraaresy setimay

o

In the Versioning settings page, select Create major and minor (draft) versions.

6. Set the check box labeled Keep the following number of major versions and enter 10 in
the textbox.

7. Set the check box labeled Keep the following number of minor versions and enter 10 in

the textbox.

Document Version Mistory

of & VEra0n & Crented ¢adh e you edt 2 S n s Colument Ry

©

Click OK.
9. In the breadcrumbs at the top of the screen list, click Shared Documents.

Fabrikam » Shared Documents » Document Library Settings

10. On the top menu, click Library.
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11. Under Library, click Modify View.

Library Tools

Site Actions * B  Browse |[ESLIathIIa

[[[» Modify View .

1) FE :3 z| “““/ il Create Column

Standard| Datasheet New — Create
View View Row ] View | 3| Navigate Up
Viewr Farmat Natachest Manage Vi

12. On the Modify View page, in the section named Columns, find Version under Column
Names, and select the Display check box.
13. Click OK.

You will now see a column labeled Version that will display the automatically managed version
number for all documents in the document library. Later in the document, you will see this feature in
action.

Task 5: Creating a New SharePoint Site (Subsite)

In this task, you will create a new site in the site collection. The new site is sometimes called a
subsite.

1. In the upper left side of the screen, click Site Actions, and then click New Site.

2. Browse the Featured Items display site templates. You can easily create a site based on any
of these templates.

=T -
i ——21
L #ﬁ . - -

3. Click Browse All.
4. Review the available templates. Select the Decision Meeting Workspace.

5. In the Title box, enter EOY Marketing Campaign..
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6. In the URL name box, enter Marketing.

7. Click Create. You have now created a site for meeting notes and decision tracking.

Scenario 6: Preparing Your System for Office 365

Now that you have users and senices configured, you can begin to use the senices with Outlook
Web App, and SharePoint Online. To use Microsoft Office with Office 365, you download and run the
Office 365 setup utility and Lync 2010 from the Office 365 portal. Then, you configure Outlook for use
with Exchange Online. This scenario will take you through installing the following software.

e Lync 2010: A unified communications application that helps increase productivity for
information workers by enabling them to communicate and collaborate more easily with
others in different locations or time zones, using a range of communication options that
include instant messaging (IM), woice, desktop sharing, and video.

[£Note

Lync Online requires the Lync 2010 client. Uninstall Office Communicator if present
on your system before installing Lync 2010. If you are using a custom domain, the
DNS settings provided in Task 1 must be applied before running the Office Setup
client.

e Office 365 Setup client: Checks your PC for required updates and configures your Office
desktop applications towork with Microsoft Office 365. After setup, you will be able to:
o Send email from Outlook 2007 or 2010.
o Sawe files directly to SharePoint Online from your Office desktop applications.

[£'Note

If present, uninstall the Microsoft Online Sign In application before installing the Office
365 Setup client.

e Office Professional Plus (optional): With Microsoft Office Professional Plus, you get the
latest version of the Office applications, seamlessly connected and delivered with cloud
senices, so that you can access your documents, email, and calendars from virtually any

device.

Task 1: (Optional) Installing Microsoft Office Professional Plus
Your trial account includes the rights to download and use Microsoft Office Professional Plus for the
duration of the trial. Before installing Microsoft Office Professional Plus, identify a computer you can

use for the trial, and review the system requirements for Office 2010 at
http://technet.microsoft.com/en-us/library/ee624351.aspx.
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[£IMPORTANT

Installing Microsoft Office Professional Plus will upgrade your existing version of
Office. If, at the end of the trial, you do not buy a subscription that includes Microsoft
Office Professional Plus, you would need to uninstall Microsoft Office Professional
Plus and reinstall your current version of Office. For the purposes of the trial, consider
installing Microsoft Office Professional Plus on a different system than your main

computer.

1. If you have not done so already, sign in to the Office 365 administration portal at
https://portal.microsoftonline.com using your administrator name and password.
Under Resources, click Downloads.
3. Select the Language and Version required for your system (32-bit or 64-bit) .
Click Install and select to Run the setup program. If you have multiple systems to install,
select to Save the setup program, and then run the program on each system to upgrade.

N

Task 2: Installing Lync 2010

The following steps explain how to install the Lync 2010 client on your computer from the user’s
landing page on the Office 365 portal. Alternatively, you can place the Lync 2010 setup program on a
local share, and provide users with a link to the share.

1. If you have not done so already, sign in to the Office 365 administration portal at
https://portal.microsoftonline.com using your administrator name and password.
2. Under Resources, click Downloads.
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3. If necessary, scroll down to Lync Online.

4. Under Resources, click Lync 2010 system requirements and confirm that your system
meets the listed requirements.

5. Select the Language and Version, and then click Install.

6. Your browser may ask for permissions to download or run the Lync 2010 client. Approve
the action if necessary. When prompted, select Run.
Depending on your operating system and how it is configured, you may see a User Access

Control prompt. Click Yes.
7. In the Install Microsoft Lync 2010 window, click Browse if you want to select the location

where you install the software. Click Install.
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8. On the Microsoft Update window, if permitted by your organization, click OK to enable the
default setting of Use Microsoft Update when | check for updates (recommended).

MeTossht Lprdate

Maeestt Update hels heep pour computer sedure and Lo to date for
Windoos and otter Morosalt croficts, nchadiog Mool Lyre 2000, You
AN teview o Thange Your updete setings Fom e Windows Update
con¥rol pared

a & Use Warosoft Update when 1 check for updates (recommended)

0 1 s not wart % use Moo ft Upedate

9. When the setup is complete, clear the Start Lync check box and click Close.

el M 200l Ly 2050

k:ﬁwn’h‘m«.m

Sartlync

For more information about using the Microsoft Online Senices Sign In application, see Using the
Sign In Application in Scenario 4.

Task 2: Install Office 365 Setup

Office 365 setup checks your PC for required updates and configures your Office desktop
applications for use with Office 365.
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1. In the Office 365 administration portal, scroll down to Set up and configure your Office

desktop apps.
2. Click Setup.

Set up and configure your Office desklop apps

Chacks ysur PC liw v g o uodates end curbguren your Office Sesltoo apps (0 work aiy Mirusolt Oftus 285 Ml astzp you mb b e io
o Send emel from Outiock 2007 ar 2010

o Save Mo cirersy w0 ShareFumd Crioe fram your Office @esttop app

|

3. If prompted, provide permission to run the software.
4. When prompted, click Sign in on the Microsoft Online Services sign in screen.

Microsoft: Online Services

karenbtabirikamiurreture.com -

J 3
z=tegm ...

S1Qn  with o cifre rent Mikroseft Online Serwees ID

©2011 Microsott Corporation | Fruan

5. On the Configure desktop application and install updates screen, click Continue.
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6. If prompted, click Yes to the User Access Control prompt to provide installation permission.

7. On the Review and accept the service agreements screen, review the agreement and if
you approve, click | accept.

Microsoft
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8. When the installation is complete, click Finish.

Task 3: Complete the Setup

When you launch Outlook 2010 and Lync 2010 for the first time after installing the preceding
software, they will execute a “first time” setup procedure. This task takes you through these one-time
setup routines. Afterwards, your systemis ready for use with Office 365.

Complete the Setup of Outlook 2010

1. Launch Outlook 2010.

2. On the Outlook 2010 Startup page, click Next.

3. Click Nextto answer Yes to Would you like to configure an email account?

4. In the Auto Account Setup form, add the requested information and then click Next.

Astn Actuust Setip
Chek Mowxt % conmuct %1 the mad server and austorwtcadly condigure your accion ! setings.
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Your Naene: Karen Sy
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Pasoword: [Rre——
Setype Paswordy  *evveeeTey
Tyoe the posswind your Intemet servce provider has gven wou

Text Hessagng (SHS)

Manually configure server settngs or addtional server types

[ emod [ Mests> ] | cones |
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5. Outlook 2010 will locate and communicate with Office 365, and automatically configure
your local system. When completed, click Finish.
6. Outlook 2010 will launch into the Exchange Online mailbox, which is ready for use.

Complete the Setup of Lync 2010

1. Launch Lync 2010.

2. In Lync 2010 enter the User name to match the sign-in address, and type in the user’s
password.

3. Click SignIn.

'ﬁwlﬂ 2‘__51_.5 ;

Microsoft

Lync 2010
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4. Lync 2010 will log on and an introduction to Lync 2010 will launch.
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[£Note

The Lync 2010 introduction application contains useful information about how to
configure and use Lync 2010. Not all the features contained in the tutorial are

available with Lync Online.

5. Close the Lync 2010 introduction when completed.

Task 4: (Optional) Repeat Setup for Chris Gray
Office 365 has many collaboration features that require two or more users to fully appreciate.

For the best experience with this walkthrough, on different computer (or virtual machine) repeat Tasks
1-3 for the user Chris Gray. This account will be used in optional exercises later in this guide.

Scenario 7: Using Exchange Online

Task 1: Accessing Your Mailbox with Outlook Web Access

Outlook Web Access allows you towork and collaborate effectively wherever you are. When away
from your main workstations, all you need is a browser to access your email, calendar, tasks, notes,

and to interact with instant messaging.

1. Browse to https://portal.microsoftonline.com, and log on with your administrator credentials.
2. Click Home in the main menu.
3. Under Outlook, click Inbox.

3 Office 365

2 Wen or mvedWed wner accowet in

O PR— 5,2 Office 365

[ e frwe——e

4. Click New, and then click Message.
5. Click To, double-click Fabrikam Sales from the list, and then click OK.
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Subject Remunder regardeng sales forecasts

Tahoma vito % B X U EE i ®E Y- A-

Hello,

Just & reminder that the forcasts are due by the end of the week.
Sae you nd week at the sales mesting!

Kaver|

Notice the MailTip regarding external contacts that appears at the top of the email to
remind you that external contacts are part of this distribution group.

6. Add a message to the team, and click Send. M8 rind Someone Options ~

In the upper right corner of the screen, click Options. Options

8. Note that you can set replies, create rules, change themes, S
and more from within your web browser. Under See All
Options you can set signatures and make further See All Options
customizations. When done, close your browser.

~

Select a Theme

[#$Note

Settings you create in Outlook Web App do not generally
apply to your settings in Outlook.

Task 2: Scheduling a Lync Online Meeting with Outlook

Lync Online, Outlook, and Exchange Online work together to make it easy to create a meeting
request that includes a link to your online meeting. The following instructions assume that you're
using Outlook 2010. The instructions for Outlook 2007 are similar.

1. On your desktop, launch Outlook.
2. Click Calendar.
3. Click New Online Meeting.
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Chris, l8t's tate this time 1o review your new marketing plan

Join online meeting tone

Kacen Berg -

Links to the meeting are automatically populated in the body of the message. When the
meeting time arrives, Outlook automatically prompts you with a reminder. Clicking the
reminder opens this message, which presents all participants with the meeting link.

Ea

In the To field, enter Chris Gray.
Click Send.

6. Select an email in your inbox, and then click Meeting.

i ¥ 3 E Meeting
-, @ = @m-
~
Reply Reply Forward ..
All &2 More ~

o

Respond

Using this Meeting button, you can quickly reply to a message with a meeting request, and
then populate the meeting request with a Lync Online link by clicking the Online Meeting
button, as before.

Task 3: Configuring Outlook Email for Your Windows Mobile 7 Device

You can set up your Windows Mobile 6 or Windows Mobile 7 device to synchronize with your
company’s Microsoft Exchange Online senice. In addition, any phone that supports Exchange
ActiveSync® should work properly with Exchange Online, including Android and iPhone.

Keeping your mobile device synchronized helps you keep connected with email and scheduling,
whether you are at work or out of the office. Before starting, make sure your mobile device senice
plan supports Exchange Online. Be sure you check to see if there are charges associated with email
before configuring your phone. You can find a comparison of Exchange ActiveSync features at
http://en.wikipedia.org/wiki/Comparison_of Exchange ActiveSync_Clients.

Microsoft
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If this is the first email account you've set up on the phone, click the E-mail tile on the
phone's home screen, and skip to step 4. If this is not the first email account you've set up
on the phone, swipe left from the home screen.

Click Settings and then tap E-mail and Accounts.

Click Add an Account and select Outlook.

Enter your email address and password and tap Sign In. Windows Phone 7 will try to
configure your email account automatically. If configuration completes successfully, skip to

step 7.
If your email account can't be configured automatically, click Advanced Setup. You'l need

to enter the following information:
a. E-mail address: This is your full email access, for example, tony@contoso.com.
b. Password: This is the password for your email account.
c. User name: This is your full email address, for example, tony@contoso.com.

d. Domain: This is the part of your email address after the @ sign, for example,
contoso.com.

e. Server: Your sernver name is m.outlook.com.
f.  Select the Server requires encrypted (SSL) connection box.

Click Sign In.

Click OK when Exchange ActiveSync asks you if you want to enforce policies on your
phone. Policies let you set a password on your mobile phone and use a remote device wipe
to clear all data from your mobile phone in case the phone is lost or stolen.

Task 4: Delegating a Mailbox

Using Outlook with Exchange Online, you can allow another person to manage your calendar, mail,
and other settings. This feature is called “delegation” and is commonly needed so that administrative
assistants can manage calendars and mail on behalf of others. These instructions assume you are
using Outlook 2010. Delegation is also supported in Outlook 2007.

1.
2.
3.

Launch Outlook 2010.
Click File, and then click Info.
Click Account Settings.
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(O] =4 |= Inbox - Karenb@fabrikamfurniture.com - Microsoft Outlook

ﬁﬁ Home Send / Receive Folder View

[

B save As c

Account Information
=+ |

v Karenb@fabrikamfurniture.com -

) .
Info (= Microsoft Exchange

&P Add Account
Open
Print ‘ = | Account Settings

iﬂl Modify settings for this account, and configure
Help i additional connections.
SAE;C_C'UM Access this account on the web.
] Options e https://chlprd0302.outlook.com/owa/
Exit ;;u Account Settings... ; 1
Q )» Add and remove accounts or change | \

existing connection settings.

@ Delegate Access
@Y Give others permission to receive

items and respond on your behalf. of Office)
| respond to e-mail ’
Download a copy of the Global respond to e-mail messages

= Downdoad Alkdress Book tify others that you are out of office, on
= Book..
Address Book.

|..% Manage Mobile Notifications
[:=] Setup SMS and Mabile
Notifications.

Click Delegate Access.

In the Delegates form, click Add.

In the Add Users form, double-click Chris Gray, and then click OK.

In the Delegate Permissions: Chris Gray form, for Inbox, select Author (can read and
create items), and then click OK.

8. In the Delegates window, click OK. Karen has now delegated to Chris the ability to
manage her calendar, tasks, and inbox.

No o s

Task 5: (Optional) Accessing a Delegated Mailbox
Chris will receive a message about the delegation but needs to learn how to access the delegated
mailbox. Before you begin this task, you must complete Scenario 5, Task 4.

1. On the system configured for Chris Gray, launch Outlook.
2. You will see an email from Karen Berg informing Chris that he has been given access to
Karen’s mailbox. That email also has instructions about how to access Karen’s mail.
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3. Click the File tab, then click Open.

4. Click Other User’s Folder.

9 |=

0] 5

Inbox - ChrisG@fabrikamfurniture.com - Microsoft Outlook

m Home Send / Receive Folder View
Save As
N ‘ == —Q} Open Calendar
S Save Attachments tgmna w  Open a calendar file in Outlook (ics, ves).
Info l
Open Outlook Data File

Open an Outlook data file (,pst).

Print
Help Import
Import files, settings, and RSS Feeds into Outlock.
P 9
1] Options «
Exit

Other User's Folder
Open a folder shared by another user.

%

In the Open Other User’s Folders form, in the Name box, type Karen Berg, and then click
OK. You are now viewing the contents of Karen Berg’s mailbox.
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5. Right-click the message sent earlier to the distribution list. In this example, it is titled
Reminder of sales forecasts.

Click Reply All.

Clear the Subject and replace it with Karen says she will be 10 minutes late to the meeting.
Click Send.

Open the new mail. Note that it shows “Sent on behalf of Karen Berg”.

© o N

i 9 U e # v Keenmpors that she wil be lste to the mesting. - Message (HTMLU (R.. - B =

I-i‘;?‘ﬂ' Writage & 0

| ,( ooy S Moveto T B @8- Ny Mark Unresd a}) ) [
| =¥ i) .
=

\

& Repty a0 2 70 Manages - s B Nl categorize -
Transiate Zoonm
- i —

- . ' Move
= % Fotwma >3 Team E-moll = ) ¥ FollowUp *

Delets ipand Quik Staps > Maove ay . Edting Ioom

Fiom Chris Gray on behalf of ® Cyen Serg Sent Mon 4/11/2011 210 A\
Tox E] Fabwkam Sales

Ce

Sulbyect Karen reports that she wil be late to the meetng

» &

Froex: Karen Berg

Sent: Wednesday, April 06, 2011 6:02 PM
To: Fabekam 53kes

Subject: Reminder regardng sales forecasts,

Hello,

Just 3 remindes that the forcasts are due by the and of the week.
Ses you next week 3t the sakes mesting!

Karen

@ See more about: Karen Berg, : iy -

10. Close the new message. Be sure it is selected in the inbox, and then press the DEL key.
You are unable to delete the message as that permission was not delegated.
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Chris can also access Karen's tasks and calendar similarly. And, he can add the mailbox to his
mailbox list, which makes it easier to access the delegated content.

Scenario 8 :Using SharePoint Online

Task 1: Uploading Documents to the Document Library
In this task, you will upload files to the document library you customized in Scenario 6, Task 2.

1. If you have not done so already, browse to the Office 365 portal
(https://portal.microsoftonline.com), and sign in using global administrator credentials.
2. In the menu at the top of the portal, click Home.

Home  QOutlook  Team Site Admin

3. Under Team site, click Visit SharePoint Home.

Team site

Collaborate on documents and share information and ideas using SharePoint Cnline.
Visit SharePoint Home

4. Click Shared Documents.

Click Add Documents.

6. If present, click Upload Multiple Files and proceed with step 7; otherwise, click Browse
and proceed with step 8.

7. Depending on the version of Office you are using, you will see the Upload Multiple
Documents window (shown), or a page with link Browse for files.

o

Upload Multiple Documents

Add as a new version to existing files

1
_C.ﬂDrag Files and Folders Here

Browse for files instead

0 out of 0 files uploaded
Total upload size: 0 KB

Cancel
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8. Upload seweral documents to the document library. If necessary, click Done.

[

Fabdiam » Shard Documents » AR D

Mot Dackvmrts a
o
0|

a
i
o]
]
]

You now have documents on your SharePoint site showing the type of document, the
name, when each document was modified, who modified the document and the version
number of each document.

Task 2: Opening and Editing Documents Using Office Web Apps
In this task, you will view and edit a document in your browser using Office Web Apps.

In the Shared Documents list, click a Word document. The document automatically opens
in Outlook Web Apps.
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9. Click Edit in Browser. The familiar Word toolbar appears. You can now edit the document
using capabilities you are already familiar with from Microsoft Word. Note that you can
open the document in Microsoft Word with at any time by clicking Open in Word.
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10. Make a change in the document. Click File and then click Save.

11. Click File and then click Close.
12. Notice that the version number for the document you edited has been updated.

Versan

Task 3: Document Versioning, Check-in, Check-out within Microsoft Word
Microsoft Office applications have the ability to open and work with documents hosted on SharePoint
Online. You can edit the online documents directly within Office, control versions, check documents in
and out, and much more, without leaving your application.

Open a SharePoint Online Document with Microsoft Word

1. In the SharePoint Online document library, click the down arrow next to a document name
and select Edit in Microsoft Word.
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2. If prompted, enter your Office 365 username and password.

3. Make a change to the document, and then click File.
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4. In the preceding screen shot, in position 1 you'll see the URL for the document. This

demonstrates that Word is editing the document directly on SharePoint Online.

Click File, and then click Close.

6. Click File. Under Recent Documents, note that your document is listed. Word will keep
track of your most recent documents on SharePoint Online the same way it would track
local documents.

7. Click your file in Recent Documents to open the file.

8. Click File.

o

Manage Document Version with Microsoft Word

1. In position 2, (shown in the preceding screen shot), under Versions and Check Out, note
the revision history that SharePoint Online is storing for this document.

2. Click Manage Versions.

3. In the column on the left, click Save.

4. Note the version information nextto Manage Versions under Versions and Check Out.

5. Click Save, and then click File.

6. Click Manage Versions, and then click Refresh Server Versions List.

7. Again, note the version information next to Manage Versions under Versions and Check
Out. You'll see a new line item for the version you just updated.

8. Click a previous wersion of the document.

9. The document will open with a banner saying that you have opened a previous ersion.
Click Restore.

A

!\_,. Previous Version A newer version is available. Compare Restore

10. Click File. Notice that the restored version is now the last entry in the version listing.
Check Documents in and out with Microsoft Word

1. Click Manage Version, and then click Check Out. This action prevents others from editing
the document directly on SharePoint Online. In addition, if a user downloads a copy into
Word, he or she is presented with message saying the document is read-only.
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—n, Refresh Server Versions List

||m#| Check for new versions available on
the server,

- Check Out
L%] Edit a private copy and prevent other

people from making changes,

7 _8_' Compare with Last Version
&= Compare this document with the last
version saved on the server,

Y j Recover Unsaved Documents
| 3y Browse recent copies of unsaved files,

2. Click File.
3. Notice that a new section has appeared that allows you to manage check-in and check-out
from within Word.

— Checked Out Document
‘_% No one else can edit this document or view your changes until it is
: checked in.

CheckIn 1@ Discard Check Out

4. The status of the checked-out document is also shown to other SharePoint Online users
viewing the document library. In the right column, under Related Documents, click Open
File Location (position 3 in the screen shot at step 3). This opens the document library
where the document is stored.

5. Notice that the icon for the checked-out document now has a small green arrow indicating
that it is check out. Hover ower the icon to show more information about the document.

Fabrikam Proposal - Supplier for Contoso Hotel i vew

1%

iE

Fabrikam Proposal - Supplier for Contoso Hotel.docx
jw] Checked Out To: Karen Berg
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6. Return to Word and click Check In.

ChecklIn =

Version Type

What kind of version would you like to chedk in?
() 0.5 Minor version (draft)
@ 1.0 Major version (publish)

() 0.4 Overwrite the current minor version
Version Comments

Updated with current dates for the program

Keep the document checked out after checking in this version.

[ OK ] [ Cancel

~

Select 1.0 Major version (publish).

In Version Comments, enter a note about your edits, and then click OK.

9. The document will be checked in, and Word will automatically notify you that you are now
viewing a read-only version of the document.

10. Close Word.

©

Task 4: Accessing Your Document Library Using Outlook

There are times when you need to access documents stored in SharePoint Online, but you do not
have an Internet connection available. If the version of Microsoft Office you are using has SharePoint
Workspace, you can easily keep a local copy of your document using SharePoint Workspace. In
addition, you can publish your document to Microsoft Outlook 2007 or 2010. You can then open and
edit your documents while in Outlook, and they will be saved locally. When you are reconnected to
the Internet and logged in, you can publish your edited versions. If you use SharePoint Workspace for

offline editing, your updates will be synchronized automatically with the document library when you
reconnect.

1. In the document library, under Library Tools, click Library.
2. Click Outlook from the ribbon.

3. Click Allow when asked Do you wantto allow this website to open a program on your
computer?

4. Click Allow when prompted with A website to open web content using this program on
your computer.

5. Click Yes when prompted Connect this SharePoint Document Library to Outlook? The
document library will then be downloaded to Outlook and placed in folder named for the
document library.

Microsoft
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(Optional) Double-click a document, and note that you are editing the document in “offline
mode.” Click Edit Offline and make some changes to the document. Close the document
and you'll be prompted to update the sener version, since you are online. Click Do Not
Update, and notice that there is an up arrow on the document, indicating that you need to
upload your edits. When trawvelling, you can edit documents in the document library in this
manner. If the document on SharePoint Online has been updated since you last retrieved
the file, you will be notified of a version conflict, and instructed to save the file to another

location.
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Scenario 9: Using Lync Online

Task 1: Personalizing Lync 2010

Lync 2010 has a number of features that are designed to be personalized. You can tell people what’s
happening today in the personal comment section, display your photo, add phone numbers where
you can be reached, add and organize contacts, and many other settings. For details on Lync 2010
configuration, see http://office.microsoft.com/en-us/communicator-help/CL101828901.aspx?CTT=97

Add Pictures to Lync 2010

When sending email and chatting online, you can see pictures of the people with whom you are
communicating. In larger organizations, it can be very useful to help put a face to a name. When
using directory synchronization with Office 365, photos will be copied automatically, if present, from
Active Directory.

Alternately, you can add a picture to your Office 365 Profile which will be used automatically by Lync
2010.

[$¥Note

See What You Need for the Guided Tour, earlier in this guide, for details on
selecting an appropriate picture.

1. Browse to https//:portal.microsoftonline.com, and log on with your administrator
credentials.

Click Home.

3. In the upper right corner, click My Profile.

N
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Click the blue icon.

. Add a profile photo
Upload an image to appear in services where profile photos are

“ displayed.

Browse...

Cancel

Browse to a profile picture not larger than 30 KB, and click Upload.
Click Save.

The profile picture will then be used with Lync 2010. There could be a delay of several

hours while the settings propagate across senices.

In the Lync 2010 client that is logged on as Karen Berg, click the Options icon. The

Options icon is the small cog in the upper right corner of the client.

| L] Microsoft Lync o |[@ ] =]
’[What's happening today? m
| | Karen Berg o~
L/ | Available ~ #
P N X \
! \| SetYour Location ~
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[$Note

If you click slightly to the right of the cog, on the small triangle, you will see a menu
instead of the Lync-Options window.

8. In the Lync — Options window, if you do not plan to use pictures with Lync 2010, clear the
check box labeled Show Photos of Contacts, and proceed to the next task.
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10. Select Default corporate picture, and then click OK.

@ Microsoft Lync

mWhat‘s happening today?

]
}~ : ', | Karen Bérg &~
Available ~

‘| Set Your Location ~

11. (Optional) Repeat this task on a second system for Chris Gray.

Add a Personal Comment

1. Atthe top of the Lync 2010 client, type a comment about what’s happening today. Others
will see this comment through their Lync 2010 client.

7

[EMicrosoﬂ Lync == =]
[|Trying out Office 365!

]
Karen Berg &~
Available ~

‘| Set Your Location ~

2. (Optional) Repeat this task on a second system for Chris Gray.

Add Location Information
1. Click Set Your Location.

2. Type In the Downtown Office. Others can now see your location at a glance. This feature
can be very useful when people move between multiple locations.

| L] Microsoft Lync o @] =]
'h’rymg out Office 365! m
N Karen Berg LR
| Available ~

| Inthe Downtown Office ~

Adding Contacts

Click the Find a Contact search bar, and then type Chris Gray

Right-click Chris Gray, select Add to Contacts List, then click All Contacts.
Optionally, add any other users you have created as part of the trial.

Microsoft
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Task 3: Viewing the Contact Card

1. Hower ower the entry for Chris Gray to view the Contact card. Notice that you can see

Chris’s comment in the main display.

New showroom looks great!

‘ chris gray X
‘ll B |Available

= § @ B -

i B
L] Microsoft Lync [ [-E0-fm]
I!Try-lng out Office 365! ]
' ‘ e Karen Berg LR

|, Available ~
i ‘| Set Your Location ~
<) 7R (5]
& %o &
Find a contact ):‘
Groups Status Relationship 3: -
4 Frequent Contacts
n - Available @ call -]
.7 \ -7‘74; New showroom looks great!
4 All Contacts (0/0)
| To add contacts, drag from anothergroup or add f

2. Hower over each icon on the contact card to see that you can email, IM, call, or access

additional actions directly from the contact card. Chris’ location is also displayed.

Task 4: Instant Messaging

1. Double-click Chris Gray to start an instant message session.

Karen Berg

X Chris Gray IE”EI |“‘£‘|
"1& Chris Gray - Available
m™ Call ~ Video ~ Share~ =20 lﬂ) >
11:58 PM

Chris, did the new shipment arrive at the showroom?

A

2. (Optional) On the system setup for Chris Gray, respond to the IM.
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Task 5: (Optional) Placing a Call with Lync Online

Lync Online allows allow you place wice ower IP (VolP) calls between two Lync Online subscribers
on a local network or over the Internet. Your company network needs to permit wice over IP traffic. In

addition,

VolIP is not available in all locations worldwide. This task requires two systems setup for use

with Office 365, and two people to engage in a wice conversation.

1.
2.

3

[$Note

Before placing a call, ensure that your audio devices are configured properly.
Click Options (the cog icon), Tools, Options, then select Audio Device. Adjust
the settings as required, then click OK.

In Karen Berg’'s Lync 2010, double-click Chris Gray.
In the Lync 2010 menu, click Call, and then click Lync call.
. On Chris Gray’s system you will hear ringing and see a prompt about an incoming call.

Click the Phone icon to accept the call.

Karen Berg

is calling you

Redirect ~ Decline

4. You are now connected to the call and can begin talking.

2 Karen Berg |- |- II&I
!xm Karen Berg- In a call (;
™ S0~ Video v Share~ e~ 0 >
_//\: “l Egs 124 ||| ‘ll

Note that you can mute your microphone, adjust speaker wlume, use the phone keypad,
and more with the various menu options and icons.

5. End the phone call by clicking the Handset icon.
6. Close all open windows.

Task 5: Controlling Presence

Lync 2010 automatically changes your presence to indicate your availability based on your Outlook
calendar. In addition, if you are in a call or in a meeting, Lync will indicate such to other people
viewing your status. Your status is also reflected in Outlook, Outlook Web App, SharePoint Online
and other presence-aware applications. Finally, you can change your status manually to indicate that

M Microsoft Corporation Page| 60



you are available when you were planning to be busy, such as in the event of a canceled meeting.
Alternately, you can indicate that you do not wish to be disturbed, which blocks all incoming IM
requests.

1. Open Lync 2010, and note your status.
2. Hower ower the Lync icon on the taskbar at the bottom of your operating system window.

3. Click the red square with a white line, indicating “do not disturb.”

@Microsoft Lync I_n:a__” = | =]

mTrymg out Office 365! 1

Karen Berg &~
Do not disturb ~
| Inthe Downtown Office ~

4. Karen’s status changes are updated, and others will see that she is not to be disturbed.
5. Open the SharePoint site used in Scenario 8, and click Shared Documents. Karen’s status
is reflected in the SharePoint site.

_

\ Fabrikam » Shared Documents + All Documents

Share n do

Lbranes Tyoe hame Modified Modfed Sy Versen

n Dorg

Shared Documents @_]

o

B

dn
00000000 OO

¢ Tratted sites | Pretected Mode: OFf s = RIO% ~

6. Change Karen's status back to green to indicate she is now available.
Obsene that the presence is updated in SharePoint Online.
8. Close all browser windows.
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10.
11.
12.

13.
14.

Launch Internet Explorer, and browse to https://portal.office365.com.

Log on as Chris Gray.

Under Outlook, click Inbox.

Open a message from Karen Berg. Note that presence is indicated for Karen in Outlook
Web App.

Right-click Karen’s name, and select Chat. Type a message to Karen, and press Enter.
Note the message that appears. Karen can ignore the request, set her status to “Do not
disturb,” or accept the invtation to chat.

Chris Gray
Hi Karen

Redirect ~ Ignore

Task 6: Starting an Online Meeting
You can easily start an online meeting using the Meet Now capability in Lync 2010.

1.

In the Lync 2010 client for Karen Berg, click the blue triangle next to the Options menu
icon.

2. Click Meet Now.

| & Microsoft Lync = r,g
['r, 'Q out Office 355 ) |
"', | Karen Berg é
- Avallable = Z R
in the Downtoan Oftce = 2
P Meet Now
& /f?\\ Qp Tools »
s
© Yo »
Show Merg By

Groups Ciaty Felatonchp E‘I‘-"'
# Frequent Contacts
- Chris Gray « Away 20 miny
Setting up the Nevw Showtoam
¢ All Contacts (0/1)

2 | Chris Geay « Away 20 min

| Setting up the new showroom
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3. On the Join Meeting Audio screen, click OK.

Join Meeting Audio

% Meeting Audio

() Do not join audio

() Call me at:

[[] pon't show this again

@ Use Lync (integrated audio and video)

Mote: Meeting audio settings are in Options under Phones.

=]

ok |[ cancer

4. Click the People Options

5.
6.

menu, and select Invite by Name or Phone Number.
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[ 1
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Set Your Location

/;?\\ P

Chi-R

- Avmbable

In the Invite by name or phone number list, double-click Chris Gray.
(Optional) On Chris Gray’s system, accept the Conference call invitation.

Microsoft Corporation

Page| 63



7. Click Share, and then click Show Stage.
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8. In the Group Conversation window, click Share, and then click PowerPoint
Presentation.
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9. Browse to a PowerPoint presentation. Select the deck, and then click Open. The deck is
prepared for presentation and displayed.
10. (Optional) On Chris Gray’s system, click Accept Sharing Request.
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'\L’;’ Group Conversation (2 Participants)

Group Conversation

Join Information and Meeting Options
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12. You can click any slide and it will be shown, with animations, to all the people in the
meeting. Explore the options available to you as a presenter. The icons at the bottom of the
stage provide the ability to send mouse clicks, write, text, draw figures, write in freehand,
and mowve forward and backward in the slide deck.
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e UM Yew Abow  Jetn o
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13. (Optional) View the presentation on Chris Gray’s system. You can see that Chris can click
ahead in the thumbnail view, if desired. The slide the presenter is showing will have a blue

background.

14. Karen now wants to show Chris the new SharePoint Online site. On Karen’s system,
browse to the SharePoint Online site used in Scenario 8.

15. In Lync 2010, in the Group Conversation window, click Share, and then click Program.

16. In the Select Programs window, click the SharePoint site, and then click Share.

Microsoft
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Share Programs @

faonkam - Mome -
Windows intarnet.

Shate Cante

17. Internet Explorer will now be shown to others in the meeting, which allows you to show
others any site you want. You can also share Office documents, custom applications, or
your entire desktop. Sharing programs in Lync 2010 using Lync Online is a very powerful
tool that allows you to collaborate, demonstrate, and troubleshoot with others in real time
ensuring that you are all viewing the events and content. Note that you can give control to
others and stop sharing at any time.

18. (Optional) View the shared content from Chris Gray’s system.

Scenario 10: Getting Support

Senice Administrators can search help and community content, see active topics from the Office 365
community pages, view a real-time status report of the senices health, download diagnostic tools,
manage delegated administration, and file support tickets using the Office 365 administration portal.
This scenario will step you through several tasks accessible from the Support page.

[#Note

Please do not submit support requests as part of this walkthrough.

Task 1: Opening a Service Request

1. Browse to https://portal.microsoftonline.com, and sign in with your administrator
credentials.
2. In the left column, under Support, click Overview.
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3. Note that under Request Summary, you can see the status of your support requests.
4. In the left column under Support, click Service Request.

5. Click New Request.

6. Complete the Identify Issue fields, and then click Next.

7. In the Add details form, enter information into the form, and then click Next.
8. In the Attach File page, click Cancel.
9. Click Yes when asked Are you sure you to cancel this request?

[£Note

Although this a trial account, support is available. Please do not submit support
requests as part of this walkthrough.

Microsoft
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In practice, you manage your senice requests on the Service Requests page, where you can see
open and closed requests, and view those that are awaiting a response from you or Microsoft.

Task 2: Viewing Service Health

1. In the left column, under Support, click Service Health.
2. If necessary, expand the listing under each senice by clicking the blue triangle. You can
see that different aspects of the senice are tracked individually.
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n n 4] o n o o
n n o n n (4} n

n n o o n o n
n n 14} n n n n
n n n n n n n
u o o o n o u
o o 4] L4} n LL] (4}
n n o o [4} n o
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n n (4] n n o n

n n o 4] n o n
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n 1] 0 0 (4} 0 n

3. Note the meaning for the different icons.
4. If the report you are viewing has any entries with the blue triangle in the corner, click the
triangle to show more information about the event.

Scenario 11: Converting a Trial Account to a Paid Subscription

Now that you have experienced the trial, Microsoft invites you to convert your Office 365 trial account
to a paid subscription. Your users, mailboxes, SharePoint Online sites, and administrative settings
are all retained. Purchasing your subscription grants you unlimited access to all the powerful
communication and collaboration tools you experienced during your trial.

1. On the Admin Overview page, click Purchase now.

Mecrosoft Home Outiook pam Site Admin

iung Service

4h Your Macrosoft Ofthoe 365 Tnal (Plan £3) subscniption oxprees wn 26 days

2. Select the plan or senices you want to purchase, and the number of seats, and then click
Checkout.
3. On the Purchase subscriptions page, click More Offers to see the additional offers.
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4. Selectthe plan you want to purchase and click Add to cart, or click Add to cart under the
E3 plan.
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5. Enter the number of licenses and indicate if you require Optional add-ons.
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6. Click Check Out.

Microsolt
COrdine Serae

Check out

blotal $1.2
Tax $115.9
tal )

7. If necessary, edit the Service usage address.
8. If you havwe been working with a Microsoft partner, itis important to associate your account
with the partner ID. To do this, you will need the Microsoft partner ID. Under Partner

Information, click Add.

[%Note

By associating your account with a Microsoft partner, that partner may be able to
offer you support or additional senices. The cost of your senices remains the same.

ption advisors are authonzed Microsoft pariners who can help you with

ns and advise on Microsoft Online Services, If you have & partner that

their Microsalt partner code (e ate the partner with your

of b \ 1507 15 Opt
Microseft partner 1D Chack 1D
fy continuing you agree that Microsoft can share your ongodang contact and subscnpton
nformation with this parnes. For mode mnformaton, please revew the ¢

9. Enter the Microsoft partner ID. Click Check ID, and then click OK.
10. Complete the purchase by providing a PO or credit card number.
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Where to Go from Here

There are many excellent online resources and references you can use to learn more about Office
365.

Office 365 Community Site

Located at http://community.office365.com, this should be your first stop when you need information.
The online Wikis contain updates directly from the product team that are published in advance of
online documentation updates. The Forums are monitored by Microsoft support staff and Office 365
experts, such as Office 365 MVPs. There are also links to articles, webcasts, and other useful
resources.

Service Descriptions and Data Sheets

The senvice descriptions for the Office 365 senices are the official document detailing which features
are available, system requirements, languages supported by a senice, SLA, retention policy and
other important facts. Microsoft recommends you being familiar with the contents of these documents.
Keep in mind that they are regularly updated, so refresh your downloaded set quarterly to ensure that
you have the latest information.

The senvice descriptions are located at
http://www.microsoft.com/downloads/en/details.aspx?Family ID=6¢ 6ecc6c -6 4f5-490a-bca3-
8835c9adazea.

Microsoft Online Team Blog

The Microsoft Online team maintains an active blog at http://blogs.technet.com/msonline. Tags on the
blog are useful for finding training and information about specific features and senvces.
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