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Microsoft® Office 365 from Vodafone

Welcome to
Microsoft Office 365

from Vodafone

1] Office 365

Congratulations, you are the Administrator for Microsoft Office 365 from Vodafone

Vodafone has created this guide to help you get started.

The guide takes you through:

1

Getan
Introduction to
Office 365

1 Get an Introduction to Office 365
2 Get Started

3 Set-up the Service
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4 Manage the Services After Go-Live Additional Get Started

Resources
5 Available Support

6 Additional Resources
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Available Set-up the
Support Service

4

Manage the
Services After
Go-Live

Please read ‘How to use this Guide’ on the next page
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Welcome to Office Understand how to make the best use of this guide

This guide has been designed to give you a high level view of the administrative features of Microsoft Office 365 from Vodafone.
365 from Vodafone

Topics are presented in the recommended order for setting up and managing your service. You can either follow the suggested flow

HOW tO Use thlS GU|de or jump to a topic of interest.

The navigation pane on the left side of each page indicates the current topic. To go back and forward in the guide use the icons at the
bottom of each page.

0 TIPS are provided throughout the guide.

Business
unlimited
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Get an Introduction
to Office 365

TIP

For more information about Microsoft
Office 365 from Vodafone please
refer to ... [Placeholder for Vodafone
local companies to refer to additional

marketing material]

1] Office 365

Understand Microsoft Office 365 from Vodafone and the benefits to your business

Microsoft Office 365 from Vodafone is helping to empower people to work the way they want, on their terms, from sole proprietors, to
mid-sized businesses and large organisations. It provides you with the Microsoft products you know and trust. It delivers fast, reliable and
secure connectivity from Vodafone so you can work the way you want, on virtually any device, virtually anywhere.

Microsoft Office 365 from Vodafone is a completely flexible solution that allows your business to select all of the Microsoft products or
just the ones that are most suited to your business.

robile connectivity fro Ve
edand 0dar;
e (o)

A hosted cloud solution
Always working with the
very latest software versions

One supplier
One contact and predictable,
monthly, per-user costs

SharePoint Online
Collaboration and
knowledge-share on

Exhange Online
Enterprise-grade email
and shared calendar

4
the move é
/ \
@8 Exchange @ SharePoint

|

Office 365 ProPlus
\ Access the latest versions
of Office tools including:
Lync Online Word, Excel, Outlook,
Collaborate easily in PowerPoint and
real time .“) Lync One Note

Total peace of mind
Enhanced security
protecting your files,
devices and users

Seamlessly connectivity
Fast, reliable and secure
connectivity from
Vodafone

Enhanced business mobility
Easy and secure access on
many devices
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Get Started Get access to the Microsoft Online Portal and understand the sign in requirements
] ] The Microsoft Online Portal provides a gateway to online services and stored information. The landing page gives administrators and
S | g nin fo r th € users access to these features.

ﬂ rSt t| me URL:  https://login.microsoftonline.com

Use the ID and Password your business received from Vodafone when they subscribed to Office 365. When you sign in for the first time,
you will be asked to change the password. Sign inis successful when the dashboard screen displays.

1] Office 365

Sign n with your organiztionsl account

2013 Mot el By Pk

TIP

Save this link for future ease of access.
Administrator’s sign-in details are

the same as their user sign-in ID and

password.

B>
v
1
O


https://login.microsoftonline.com
http://technet.microsoft.com/en-us/library/hh852466.aspx 
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Get Started Discover the Microsoft Online Portal

1 In order to make full use of the portal, you need to become familiar with the features available on the landing page. From here, you can
Explore the Office 365 | e of the portal,y . he featy 9p2g y
navigate to screens which enable you to manage users, domains and service settings, and access downloads and shortcuts. You can also
monitor and maintain the service.

Microsoft Online Portal

There are three areas on the Microsoft Online Portal landing page:

1. Welcome, let’s get started — provides an overview of how to setup the service. Click the ‘Hide the Getting Started Pane’ to display
the Portalin full screen.

2. Manage your Organisation — provides access to manage service options, such as:
e Service and settings —manage organisation wide settings
e Users & groups - add users, reset passwords and more
e Licenses —manage and purchase licenses
e Domains —manage your website and email domains

e Service status —track service health and maintenance.

3. The top navigation bar gives all users access to available applications.
The Admin option is accessible to administrators only.

Offce 365

Welcome, let's get started

=2

TIP

To return to the Microsoft Online Manage your organization o

censes

Portal from any screen, click on
Admin > Office 365.
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Set-up the Service

B»

TIP

If the getting started pane is hidden, go

to Microsoft Online Portal > Admin >
Manage your organisation > setup.

IJ Office 365

Prepare the business and understand the steps required to set-up the service

In this section, you will learn how to set-up Microsoft Office 365 from Vodafone. There are five steps:

Step 1— Confirm that you Own mycompany.com

Step 2 — Setup Office 365 and Keep your Website where it's Hosted
Step 3 — Update existing Office 365 Email Addresses

Step 4 — Add Users to Office 365

Step 5— Complete the Process

Path:  Microsoft Online Portal >Getting Started Pane > email address
The online wizard guides you through the process.

Note: When using the path for the first time, the wizard will ask a number of questions.


mycompany.com

Microsoft® Office 365 from Vodafone l:l Office 365

Set-up the Service Confirm that you own mycompany.com
en your business subscribed to Office 365, you were given a domain name in the following format: mychoice.onmicrosoft.com.
te Wh busi bscribed to Office 365 i domai in the following f hoi i f
p The service is fully functional using this domain name.

However, if you want a particular domain name to appear on your email addresses and website, you can connect a domain name
to Office 365.

If you do not already hold a domain name, you may wish to set one up. There are a number of domain name providers offering
this service.

When you have received confirmation that the domain name is approved and has been assigned to you, the first step is to set it
up in the Office 365 environment.

The online wizard will guide you through the relevant steps.

Path: Microsoft Online Portal > Admin > Getting Started Pane > email address > Confirm that you own
mycompany.com

12345

Confirm that you own mycompany.com

To get started, we need to know where you manage DNS for mycompany.com. What is DNS?

s but it might bea

®© rilchoose the company from this list:

N

[e]e}

TIP

All the changes that the wizard
indicates will need to be made on the

e
——

domain provider site.
Please allow up to 72 hours for domain

ownership to be confirmed.



mycompany.com
mychoice.onmicrosoft.com
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Set-u p the Se rvice Set up Office 365 and keep your website where it’s hosted today

Ste p 2 If you want to keep your @mycompany.com website where it is hosted today, go through these steps.

Path: Microsoft Online Portal > Admin > Getting Started Pane > email address > Set up Office 365
and keep your website where it’s hosted today

12345

Set up Office 365 and keep your website where it's hosted today

First, you have to email or call the company that hosts your website to get your IP address. What's an IP address

£t Moor

TIP

A ‘fully qualified’ domain name

provided by the hosting company can

be used instead of an IP address.

@ < > e 10 e
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Set-u p the Service Update existing Office 365 email addresses
Ste 3 If you have created users with email addresses ending @mychoice.onmicrosoft.com, you might want to update their email addresses
p to @mycompany.com.

Path: Microsoft Online Portal > Admin > Getting Started Pane > email address >
Update existing Office 365 email addresses

12345

Update existing Office 365 email addresses

Now that you've confirmed that you own the domain, let's update your email address

Select the users you want to update.

£t Moor

O TIP

Select the box at the top of the blue
column to select all users.

& < > o 1 O


mychoice.onmicrosoft.com
mycompany.com

Microsoft® Office 365 from Vodafone El Office 365

Set-up the Service Add users to Office 365

Ste 4 The next step is to build your community of users. These are the people in your business who will access the Microsof Office 365 services
p on aregular basis.

You can add new users to your service individually, set passwords, delete existing users, edit account details and allocate licenses to a user.

Path: Microsoft Online Portal >Admin > Getting Started Pane > email address > Add users to Office 365

2345

Add users to Office 365

Do you want to add users now?

TIP

More than one administrator is

recommended as this will ensure that

you have a back-up in the event of

unavailability or absence.
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Set-up the Service Complete the process

Ste 5 In order to start receiving email in Office 365 you will need to update the DNS records at your domain provider with the information provided
p through the wizard. DNS (Domain Name System) translates URLs (internal names) into internet addresses (IPs). For some Office 365
functionality, DNS records need to be adjusted. This update will ensure that emails get delivered.

Path: Microsoft Online Portal >Admin > Getting Started Pane > email address > Complete the process

345

Complete the process

To start receiving email in Office 365, you need to update DNS records at your domain registrar.

Q TIP

You may have updated your DNS
records during step 1.

@ < > G 13 Q
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Manage the Services Learn about the options available to manage the service on a day to day basis

Afte r G o) Live In this section, you will understand how to:

® Manage Service Settings
® Manage Users and Groups
® Manage Licenses

® Manage Domains

® Manage Service Status
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Manage the Services Manage service settings and understand what options can be customised
After Go Live Service Settings enable you to define key aspects of the Office 365 service. The settings which you can customise are described below:

Path:  Microsoft Online Portal > Admin > Getting Started Pane > Service Settings or Microsoft Online Portal > Admin >
Service Settings

Manage the Service
Settings

Outiook Calendar People Newsfeed SkyDrive Stes - BN Technical Author ~ €%

®
service settings

email, calendar, and contacts

Manage company-wide email, calendar, and contact settings.

sites and document sharing

. team st

IM, meetings, and conferencing
and

mobile access

Manage permissions for phones and tablets.

passwords

Manage how often passwords expire.

Office 365 Community

(cpation i the Office 365 Communy.

Email, calendar and contacts — Publishing a calendar creates URLs allowing recipients to subscribe to
the calendar using Outlook or Outlook Web App. Users can control the detail others can see. The default
setting is ‘on’.
Sites and document sharing — If your business teams perform work that involves sharing documents or
collaborating directly with external clients, or customers, then use the document sharing feature in Team
Site. Ensure External Services and Sharing are enabled.
IM, meetings and conferencing — Set up dial-in conferencing if the business is using Lync on mobile
phones or tablets. Add, change, or remove dial-in conferencing settings for meeting organisers and
0 TIP conference call leaders.

- Mobile access — Manage permissions for phones and tablets.Passwords — Set a rule, or policy for user
= passwords to expire after a certain number of days. The maximum number of days is 730.
Office 365 Community — Enable users to participate in the Office 365 Community to troubleshoot
expiry. problems.

Users are notified to change their

passwords 14 days before password



tablets.Passwords
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Manage the Services Manage users, groups, administrators and shared mailboxes

After Go Live When your service is up and running, you will have requirements to administer existing user accounts, to add users, delete users
and set up groups and shared mailboxes.

M a ﬂ a g e U Se FS Path:  Microsoft Online Portal > Admin> Add users, reset passwords and more

and Groups

@®

users & groups

0+ O} Jon Williams

'8 ]

£t Moor

0 TIP

Shared mailboxes make it easy for
more than one user to monitor and

send email from a common account.
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Manage the Services Understand the status of licenses

H This feature gives you an overview of the number of valid, expired and assigned licences. In a previous topic, it was described how
After Go lee administrators can assign licenses to users during the set-up process.
M a N a g e I—l Ce N CeS Path:  Microsoft Online Portal > Admin > Manage licences

©

licences

B Mowoh €301 Mcscach Copouion  Lapul | Bk

O TIP

See Manage Users and Groups for more

information on how to assign licences.
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Manage the Services Understand how to manage existing website domains and add additional domains

after initial set-up
After Go Live . | | o | |
On page 9 of this guide we described how to connect domain names to the service. This topic covers adding new domains and how to manage

Ma nage Domains existing ones at a later date.

Path: Microsoft Online Portal > Admin > Manage your website and email domains

N Techeical Acthee +

®

domains

Add a domain — Add a new domain to connect it to your service.

TlP Remove —Remove a domain name from the service.

Manage DNS settings — View the Domain Name System status and
create and manage new domains you wish to link to the service. This
addresses, user accounts, or toolbar option will not display if the set-up process is not in progress.
distribution groups cannot be Troubleshoot — View troubleshooting information in order to repair or

removed. reportissues.

Domains associated with email
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Manage the Services View service alerts and monitor the well-being of the service with real-time indicators

H This screen displays service health and planned maintenance, including details of service disruption or outage and alerts,
After Go lee which may require your action.

M a ﬂ a g e Se FVI Ce StatUS Path: Microsoft Online Portal > Admin > Track service health and maintenance

Service — Each of the individual services such as Exchange, SharePoint
and Lync display here.

-|—| P Days — A six day overview of the services displays here. You can also view
O details for the past 30 days.

Subscribe to the g\ RSS feed to Key — The key provides symbols for the different status flags that
receive real-time access to information. may occur.
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Available Support

B>
Y

IJ Office 365

Understand the options available address problems and get them resolved

If you experience issues, you have a number of options to get those resolved.

Path: You can access help from different parts of the screen in Office 365

1. Click the question mark on the top right hand side to access Office People Newsteed skyOrwve Stes - admn [RIPNTIIN- TG )

365 Admin Help. /

Office 365 Admin Help
© @ 3 @ A | Search heip P

2. Use the prompts to ‘Learn more’.

wtrve Durectony® symchromzation: Set up @

3. Use the Troubleshooting facility in Community Office 365.

Have 3 Spadinc Questio

Get help from Offxce 35 commmundty

experts

4. Contact your Vodafone support centre —
Thisis a placeholder for the markets to include their own details.

O 2 @
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Additional Resources

Get access to more useful information and guidance
If you would like to know more, please find additional information at:
1. Community Office 365 — http://community.office365.com

® Ask questionsin the forum
® Browse blogs and wikis

83 Office 365

community blogs  forums  wikis  troubleshooting

Welcome to the Office 365 Community

2. TechNet — http://technet.microsoft.com
® Find useful technical information, news and events for IT professionals

B Microsoft
TechNet

Library  Wiki learn  Gallery Downloads  Support  Forums  Blogs

1] Office 365

o 7 ©


http://community.office365.com
http://technet.microsoft.com

© Vodafone Group 2013. Vodafone and the Vodafone logos are trademarks of the Vodafone Group.
Other product and company names mentioned herein may be the trade marks of their respective owners.
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