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Add a User

1. Access the Microsoft Office 365 Welcome screen:

] Office 365 ... Admin ~ EEGHITHICEEY

Welcome, Office 365 is ready to go

Explore the links below to get started

= Email and Mobile & Documents and Sites 0 Install and Use O M Manage Office 365
Go to your email Plan your team site Install Word, Excel and more Go to users and gro
Get email on your phone Store, Sync, Share Get Office mobile apps Set password expil =
Using Office 365 email What is Yammer? Using Office Online Manage room maiiCalauEEand o
Office 365 on mobile devices Create a public Website Learn about Office

Meed more? Edend your Office 365 experience! Cenfigure Office 365
Go to the Office 365 admin center

Permanently hide this page

2. From the Welcome screen, select Go to users and groups in the Manage Office 365 group.
The Users and groups screen displays:

] Office 365

Or_rir:e 365 acmin center Search users, admin tasks and more ,O
dashboard active users  delsted users  secu '-:}' groups  daeledgated ad mins
setup
Single sign-on: Set up | Learn more
users and groups Active Directory® syn chronization: Set up | Learn more
Change the password expiration pelicy for your users: Change now
domains Set Multi-factor authentication requirements: Set up | Learn more
billing
] DISPLAY NAME USER NAME STATUS
reports
[0 admintest admintest@officetest323.onmicrosoft.com In cloud
support
[ Officetest admin @officetest323.0 nmicrosoft.com In cloud
[ RowenaFigueroa rfiguerca@officetest323.onmicrosoft.com In cloud

3. Click the “+” button highlighted above to enter user Details:

v vA P P T I x 13461 Sunrise Valley Dr. # 300, Herndon, VA 20171 | 866.428.0130 | www.apptix.com

Connecting Your Business. Anywhere.



Microsoft Office 365 Admin Guide | 2

] Office 365

New user
1. details
2. settings
3. licenses
4. send results

5. results

details

m

First narne:

| John |

Last name:

| Smith |

* Display name:

[ John smith |

*User name:

| jsmith |@ | officetest323. onmicrosoftcom ¥

additicnal details ~

next cancel

4. Enter the user’s first and last names, and then designate a Display name and User name for the user.
User name is typically firstname.lastname@company.com (or first initial and last name; e.g.,

jsmith@company.com).

5. Click [Next].

The Settings screen for the user displays (see next page).
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Assign a Role to a User

) Office 365

New user settl ngs
1. details )
Assign role
2. settings
9 Do you want this user to have administrator permissions? Learn more about administrator roles
3. licenses ® No
Yes

4. send results
5. results

Set user location

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

* | United States v

pace | [EEN e

1. From the Settings screen, select whether the new user is an administrator or a typical user.
The default is non-admin, or typical user.

2. If you want this user to be a type of admin, select Yes and then select a role from the drop-down list:

] Office 365

New user settings
1. details
Assign role
2. settings
9 Do you want this user to have administrator permissions? Learn more about administrator roles
3. licenses Mo
4. send results ® Yes
(Select arole) T

5. results

(Select a role)
Global administrator

Password administrator k Elp you reset it and sign in to your Office 363 account,
Service administrator
User management administrator

et user location

L

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

* ‘ United States v

back | | next cancel

3. Select a location from the drop-down list and click [Next].
The Assign licenses screen displays:
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] Office 365

New user assign licenses
1. details
w Office 365 ProPlus 3 of 5 licenses available
2. settings
3. licenses

4. send results

5. results

bac | [EEN o

4. Assign the Hosted Microsoft Office license to the user (ensure that there is a checkmark beside the Hosted
Microsoft Office application name) and click [Next].
Note that the number of licenses available to you displays in the upper right corner.
The Send Results in Email screen displays:

] Office 365

New user send results in email

1. de%ails
The new users and any corresponding temporary passwords will be displayed on the next page.
2. settings Enter the email addresses separated by semicolons.

3. licenses [#| Send email

4. send results admintest@officetesti23.onmicrosoft.com

Mote: Passwords are sent in clear text through email.
5. results

ok | [ e

5. Enter email addresses (separated by semicolons) to send results to other admins and yourself, and click
[Create].

Final results, including a temporary password for the new user, display on the Results screen:
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] Office 365

New user results

1. details
Review your results,

2. settings

3. licenses
Jsmith@officetest323. onmicrosoft.com Pufag12s

4, send results

5. results Create another user

6. Check your work and click [Finish].
The new user displays with other created users in the Active Users list:

1] Office 365 === Admin ~ EECTIEHERS & ?
Office 365 admin center Search users, admin tasks and more peol
dashboard active users deleted users  security groups  delegated admins

setup

Single sign-om: Set up | Learn more
users and groups Active Directory® synchrenization: Set up | Learn more

Change the password expiration policy for your users: Change now
demains Set Multi-factor authentication requirements: Set up | Learn more

+ &Y P
[ DISPLAY NAME & USER NAME STATUS
reports
O admintest admintest@officetest323.onmicrosoft.com In cloud
[] John Smith jsmith@officetest523. onmicrosoft.com In cloud
[0 Officetest admin@officetest523.onmicrosoft.com In cloud
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Set Password Expiration
1.

From the Welcome screen, select Admin > Office.

OR

Select Go to the Office admin center from the links at the bottom of the screen.

NOTE: If you select Set password expiration from the Manage Office group, you will only see instructions

from Microsoft Help.

1} Office 365

Welcome, Office 365 is ready to go

Explore tl

=

he links below to get started

Email and Mobile

Go to your email

Get email on your phone
Using Office 363 email
Office 365 on mobile devices

@ Documents and Sites

Plan your team site
Store, Sync, Share
What is Yammer?
Create 3 public Website

The Office admin center screen displays:

] Office 365

Office 365 admin center

dashboard
sefup
users and groups

domains

Search users, admin tasks and more

Welcome to Office 365 ProPlus!

Watch the video to get an overview

Set up your services

Download the latest version of Office

Get information on Yammer

==

service settings h

sdrvice overview

sdrvice health

Mo service issues

message center

1 new message in the past 7 days

M Admin -

Office 365 ‘h
Go to the Office 365 admin center

admintest +

0 Instzll and Use Office M Manage Office 365

Go to users and groups
Set password expiration

Install Word, Excel and more
Get Office mobile apps
Using Office Online

Learn about Office

Manage room mailboxes

Meed more? Extend your Office 363 experience! Configure Office 365

I Go to the Office 365 admin center I

Permanently hide this page

== Admin ~

admintest -

t's all about you

Goto ¥ Office 365 settings to change
your personal settings or download
software,

a
sl
current health
I Identity Service Mo issues
1 65 Portal No issues
1 Office Subscription Mo issues

View details and history

planned maintenance

Mo planned maintenance scheduled.

2. Select Service settings from the left-side menu (as demonstrated above).

3. Select Passwords from the menu options along the top of the screen:

Add new users

Assign user
licenses

Download
software

community
Ask a question
inthe forums
Check out our
blog
Participate in
the community
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1] Office 365

-C':i.:e 555 3(_‘}[“[““" center Search users, admin tasks and more p
dashboard user software oass-'cs cofpmunity
Manage user sorware rrough Office 365

users and groups
Choose which software your users can download and install directly from Office 365

domains

Learn more

) ) |# Office
service settings

neain save cancel

senyic

m

reports

The Set the password expiration policy screen displays:

Set the password expiration policy

Manage how frequently users' passwords expire and the number of days before users are notified that their password will expire. Learn more

* Days before passwords expire:

50
* Days before a user is notified that their password will expire:

14

save

4. Enter the number of days before the password should expire.
NOTE: Choose a number of days between 14 and 730.

5. Enter the number of days before users are notified that their password will expire.

6. Click [Save].
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