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Office 365™ Business - Setup Instructions

Follow the step by step instructions below to set up your Office 365" Business, Office
365" Business Essentials or Office 365" Business Premium service.

How to sign in to My Online Productivity account

Go to your My Online Productivity account 2 and then enter the username and password that you
received to access your account.

Note: You have received your username by email and you have been provided with a temporary
password by a customer service representative. You will be asked to change this temporary
password.

If this is your first sign in, you will have to accept the terms and conditions.

Sign In to My Online Productivity

Username*

Password*

?) Login
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How to create your Microsoft® Online Portal credentials

You are now signed into your My Online Productivity portal.

1) Select your Office 365™ subscription from the drop down list.

2) Click on “Microsoft® Office 365™" on the top navigation or click on the “Manage” link in the

page under Microsoft® Office 365™.

(RCOGECO S8E0TdNs

Home Hosted Domains

Service Information

o
[ | Subscnption Office 355 Business
(ID:1000545)
* Al Resource Usage « Subscription Resources
McAfee Cloud-based Security
U McAfee

The McAfee Cloud-based Securfy APS package provides
robus! Integration into the Paraliets Automation cloud
SEIVICes system. Alowing Service Proviiers a seamiess
way 10 order and automatically provision a broad range of
Cloud-based securty products from MCAfee. Speceically,
the progucts Paraliels Automation cusiomers can subscnbe
10 intlude S3aS Emad Protechion. S3aS Wed Protection
Saas Email Archiving, Saa$S Endpoint Protection
Acgionally, McAfee S3aS Service Sultes are avalladie in
bundies of two or more products for easy ordernng with
acational price discounts

o Create

Microsoft Office 365
Miroson Office 365 gelivers the power of Cloud

productivity 10 businesses of all sizes, helping 10 save time,
money and free up valued resources. OMmce 365 combines
the famar OfMce deskiop sulte with cioud-based versions
of our next-generation communations and collaboration
services: Exchange Oniine, SharePoint Onling and Lync
Onine. Office 365 1S simpie 10 use and easy 1o agminister
all backed by the robust security and financially-backed
guaranteed rexabiity you expect from a world-Class servke
provider

2 Manage

&

Su John Smith (Account ID: 1000146)
Subs

Users McAfee Cloud-based Se 2 Microsoft Office 365

Account

Account
Need Altention

1 servicels)
« Adming « Chonge Password

o Subscrptions

Users

Create and manage users. Assign services 1o created
users

o Users o Credle User

Store
Here yOu can buy addtonal services, domains and more

. n

+ Regster New Domal

y More Services

« Buy Addmonal Resources

Domains

Manage your domams and doman names

* Regssiered Domaing « Hosted Domans

3) You are now in the Microsoft® Office 365™ section of My Online Productivity. Your Login for

the Microsoft® Online Portal will be displayed.

Click on “Show” to display the auto-generated password. Take note of your username and
password since you will need to copy them into the Microsoft® Online Portal login screen.
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’ Note: You will be asked to change the password once you sign in to the Microsoft® Online Portal. ‘

4) Click on “Sign in”. This will bring you to the Microsoft® Portal.

(MCOGECO 88iiisNs Subscriber John Smith (Account ID: 1000146)

Home Hosted Domains Usors McAfee Cloud based Security Microsoft Office 365

General
Users Domams  Likenses

I recent changes from Microsoft Portal are missing, synchronize now

— :
n Microsoft Online Portal [‘j Overview
Login admin@johnsmith onmicrosofl.c o All domans e veahed
om
@ Alllsenses ace alve
Password = seesssesss
'5"_-;5
B Sn in 4

5) Enter the login and password that you noted and then click on “Sign in” to enter the
Microsoft® Online Portal.

] Office 365

Saph o0 with yOur wori 0f school Moownt

sdmaohnsmth onmcrosall com

Feep me 1goed n

5 Sega in Cancel

00N T Aoue 30 Sicdurt Juagrad By your wirk ge school?
" Wt 3 Mol deooued

6) You will be asked to change your Microsoft® Online Portal password. Choose and type a hew
password.

7) Click “Send”.

’ Note: Use the password recommendations given on the screen. ‘
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8) Fill in the information required and click on “Save and continue” to complete the login.

i Office 365

8 Country or region

‘Cana:ia d.f ‘

Mobile phone number
[l |

Alternate email address:

l john@smith.com |

You can't use your Off

l Save and continue ’

Your Microsoft® Online Portal Account is now activated and you have your username and
password to access the portal. Here you can manage your Microsoft® Office 365" service.

= | Office 365

enter «

Manage your organization
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How to add and use a custom domain in Office 365™

If you would like to use a domain that you are already using instead of the one provided by
Microsoft® Office 365™ (e.g. yourcompany.onmicrosoft.com), you will need to add this custom
domain to My Online Productivity and in the Microsoft® Portal.

1) Go to the “Hosted Domains” tab and select the “Add Domain Registered Elsewhere”.

2) Input the requested information. Make sure you have the right “Subscription” selected. Then
click “Next”, validate on the next screen and click “Finish” to complete.

IONCOGECO S88iNidRs Subscriver John Smith (Account 1D: 1000146)

Subscrplion B EINeTNEar M

Hosted Domains Useors Google for Work Account

Momre > Moated Domars > K 6
Add New Domain

Enter parameters for a néw domain

DNS Hosting
Domain [ohnseneh com |
Subscaption Office 365 Business (1000539) v

Zone management abaty

K T

3) Return to “Microsoft® Office 365", go to “Domains” and then select “Add Domains”. The
newly added domain should be displayed as an option. Select the domain and then click “Add”.

NCOGECO g8tvass Subscriber John Smith (Account ID: 1000146)

Subscription ERE NSRS

Home Hosted Domains Users McAfee Cloud-based Se 3 Microsoft Office 365 Account

2@
Add Domain

General 3 Lxenses

Domains domaindomaindomain ca
Somedomanname com

Services Exchange Onine
Lync Onéne
¥ Rapid Authentication
Sharepoint Online
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4) You will now have the option to add users directly to your custom domain name when you will
add new users under the Office 365™ subscription:

(KB)COGECO 23&}‘,5, S Subscriber John Smith (Account ID: 1000146)
Subscription EEEET NI

Home Hosted Dotnains Users McAfee Cloud based Security Microsoft Office 365 Account

Herng > Users > C‘

Add New User

Generat MESUEE Domains . Lkenses

[ eSS

User Settings
Name * First Nam Middie Name Last Name
Login * @ johnsmith onmicrosoft.com v
Password * i Ve SHO00 L S
Passwords must be 8 10 16 characters Jlong more
Rolke * ® User
O Company Admanistralor
) User Account Administrator
Setvice Support Administrator
- Béling Administrator
Helpdesk Administralor
Usage Locaton * Canada v

Assign Licenses

Select icenses Wnah you want 10 assikin 10 this user. Every Iicense provides abiity to use some Office 365 services. If you need more iicenses then you
€an go o Likenses 1ab and buy addiional seats

Tiile Usage Remaining
Offce 365 BusINess (7) e —— 0 Seats
@ No remaining seats 2 used of 2 Seats

T

Office 365
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How to assign a Microsoft® Office 365™ license

This section will guide you through the steps to assign a license in My Online Productivity.

1) Go back to the My Online Productivity window and click on the “Users” tab. This will display all
current users.

2) Click on “Assign Licenses” in the grey box for the desired user.

Note: The first user for the Office 365" subscription account will be the administrator account
which is created by default.

Here you will learn how to assign an Office 365" license, using this default user as an example.

See the Create a New User section to learn how to add more users to your account.

MCOGEC_:_O_ gg'f{}",‘,gﬁs Subscriber John Smith (Account ID: 1000146)
STLELTTH Offce 345 Susness 1000545 v

Home Hosted Domains Users McAfee Cloud-based Security Microsoft Office 365 Account

Users

Gel 1 IS Domains  Lkenses

If recent changes from Microsoft Portal are missing, synchronizé now
Users

X Add New User

UK-0365Biz
No Offce 355 Lcense *~signed

Assion Licenses 2

m

3) Select the type of license you want to assign to this user by checking the box on the left.

4) Click “OK”.
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Note: Monitor the “Usage” and “Remaining” fields. These indicate how many licenses you are
currently using and how many are still available to be assigned. If you need more licenses, you
can go to How to add new licenses section.

“mC'OQEC_O ggm Subsgrvbct John Smith (Account ID: 1000146)
Subscription EEmeSas

Home Hosted Domains Users McAlee Cloud-based Security Microsoft Office 365 Account

on Peesd > Users 0

Edit User

General IOLERE Oomains  Lkenses

Licenses

Select ieenses which you want 1o assign 10 this user Every ikense provides abiity 1o use some Office 365 services If you need more icenses then you
can go to Licenses tab and buy acofional seats

Tie Usage Remaining

Office 365 Business [7) | 3 SvET— 1 Seat
u of 2

4 ZN

Your license is now assigned.

UK-O365Biz

Licenses: Office 365 Business

Manage Licenses Edit

m

Note : If you need to purchase more licenses, please go to How to add new licenses.
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How to create a new user
To assign additional 0365 licenses to other users, you will first need to create a new user.
1) If not already signed in, sign in to your My Online Productivity account.

2) Click on the “Users” tab on the top navigation.

3) This will display the Users Screen. Click on the “Add New User” button.

(_((»)COG_EC_O gg‘f{}‘,%ﬁs Subscriber John Smith (Account ID: 1000146)

Subscription

Hosted Domains Users McAfee Cloud.-based Security Microsoft Office 365 Account

Ge 2 NN oomains  Lienses

If recent changes from Microsoft Portal are missing, synchronize now

Users

3
UK-0O365Biz
No Offce 355 License Assigned
Assign Licenses  Edit
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4) Fill in the User Settings.

e The login will be auto-generated, using the new user’'s name.
o Make sure you assign the right “Role” for the new user.

5) Once done, click on “Add” to create the new user.

Note: The administrator has to provide the newly created Login and Password to the new user.
Users are asked to change the Microsoft® Online Portal password when they connect for the first
time.

Note: If you need more Office 365" licenses for the number of users you plan to create, you can
purchase them before or after the New User creation. You can only assign them once your users
have been created.

ORCOGECC 8iiais Subscriver John Smith (Account ID; 1000146)
Subscripton B EINTSEraT

Home Hosted Domains Users McAlee Cloud-based Security Microsolt Office 365 Account

a0 Panel » Uters » 3 fb
Add New User

Geperal WVEEEE Domains Lkenses

User Settings 4

Name * Johin Middle Na Smith
Logn * John Smith @ johnsmith onmicrosoft com v
Password™ s VRSO0 i

Passwords must be 8 10 16 chataciers ong more

Role * ® User
Company Administrator
User Account Administrator
Service Support Adminssirator
Blling Adminisirator
Helpdesk Administrator

Usage Location * Canada ¥
Assign Licenses

Select icenses which you want 1o assign 10 this user. Every iense provides ability 10 use some Office 365 services. If you need more icenses then you
can go to Licenses tab and buy additional seats

Thie Usage Remaining
Offke 365 Business (7) 0 Seas
@ No remaining seats 1 used of 1 Seat

EZE 5 ZN

Office 365

(= coceco

Switch on amazing



BUSINESS 1|
SOLUTIONS Office 365

Your new user has been created. Now you can assign a license to this user.

NCOGECO 288iESSs Subscriber John Smith (Account ID: 1000148)

oo 108 Borress 1000424 v

Home Hosted Domains Useors McAfee Cloud-based Security Microsoft Office 365 Account

i Panel > - @
Users

General Domains  Lkenses

If recent changes from MiCrosofl Portal are missing, Synchronize now

Users

%5 Add New User

John Smith UK-03658iz

No Offce NS Leense Assgred Lkenses: Ofice 355 Buaress

Assign Licenses  Edit Manage Licenses Edit

6) With their Login and Password users can now have access to the Microsoft® Online Portal and
their Office 365™" applications.

Office 365

Install Office on your PC

01 03 @ O« m
Hello, John. o s R B K 50

Language: Englsh

Got 4 Mac? Sign in 1o Office 365 on your Mac to ins Change 1y

Troubieshoot installation

Smartphone or tablet? Get Offic

Leaen how 20 141 Up email and O

LY

Qravive

PowerPomt
Qeire.
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How to add new licenses

This section will guide you through the steps to purchase new licenses.

1) On the My Online Productivity homepage click “Buy Additional Resources”.

IONCOGECC S8PivioRs

Home

U Mehfee

Hosted Domains Users

Service Information

Subscription Offce 355 Busness

(1D:1000545)

« All Resource Usage « Subscription Resources

McAfee Cloud-based Security

The McAfee Cloua-based Secutlty APS package provides
robust integration into the Paraliels Automation ckud
Servikes system. allowing Service Providers a seamiess
way 1o order and auiomatically provision a broad range of
cloud-based secunty products from McAfee. Specefically,

the products Paralieis Automation cusiomers can subscride

(0 Intlude S3aS Emald Protection, Saas Webd Protection.
SaasS Email Archiving, Saas Endpoint Protection
Adaionally, McAlee S3aS Servike Suites are avatadie
bungies of two or more products for easy ordering with
J04Monal price aiscounts

« Creale

Microsoft Office 365

Mxrosofl Office 365 delivers the power of cloud
productivity to businesses of all sizes, heipng 10 save ime
money and free up valued resources. Office 355 combines
the famiiar Office deskiop sulte with cloud-based versions
Of OUr NEX1-geNeration commuNations and collaboration
services. Exchange Online, SharePoin! Online and Lync
Onine. OMce 365 is simple 1o use and easy to administer
all backed by the robust securty and financially-backed
guaranteed rexabiiity you expect from a world-Class service
provider

« Manage

McAfee Cloud-based Security

Subscrver John Smith (Account 1D: 1000146)
Subscription

Microsoft Office 365

Account

Account
Neeg Attention 1 service(s)
« Admms « Change Password

= Subscrptions

More

Users

Create and manage users. Assign services 0 created
users

* Users o Credte User

Store
Here you can buy additonal services, domains and more

o Buy More Services
Buy Addmonal Resources

« Register New Domain

Domains
Manage your domans and doman names.

* Regsiered Domains o Hosted Domains

Office 365
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2) Select the subscription that you want to purchase more user licenses for.
3) Click “Next”.

ONCOGECO 238 Subscriber John Smith (Account 1D; 1000146)
Subscription

Home Hosted Domains Users McAfeo Cloud-based Security Microsoft Office 365 Account

) Paret > Acourt > @

Buy Additional Resources

(7] 2 3 4

Seect Subsernption Upgrade Resources Confirm Order Track Status

This is the first screen of Subscription Resource Upgrade Wizard. Here you should choose a subsciiption

Subscriptions
3 1otal | Show Search Select Columns | Export To Excel
1D Subscription Name Stant Date Exparation Date
o D 1000539  Office 365 Business 17-Jul-2015 17-Aug-2015
o 1000687 Mozy Backup - 10G8 12-Aug-2015 12-Sep-2015
1000669 McAfee Endpoint Protection 12.Au9-2015 12-Sep-2015
3 total Select Columns | Export To Excet

4) Add more licenses by setting a “New Limit”, using the “+” button or directly inputting the
number of desired licenses in the entry field. Then click “Next”.

NCOGECO B5tiNsss Subscriver John Smith (Account ID: 1000146)
Subscripton

Home Hosted Domains Users McAlve Cloud based Security Microsoft Office 365 Account

Oain Parel » Account » @

Buy Additional Resources

1 8 3 4

Select Subscrpton Upgrade Resources Confam Orger Track Status

On 1hiS page you can specily new résource kmas

Subscription Summary

Subscription Office 355 Business
Bang Perod 1 month(s)
Next Bilting Date 17-Aug-2015, 5 day(s) left

Change Subscription Resources

Resource Current Usage / Limit  New Limit Setup Fee Recurring Fee
Additional Users
Office 365 Business 111 User(s) 4 [ )(+]=) Userts) 000CAD XXXCAD per User(s)/ 1
R month(s)
McAfee Upgrades
McAtee Endpoint Protection 0 User(s) 0 4+ = | Useris) 000CAD  XXXCAD per User(s)/ 1
montn(s)
I McAlee Endpoint, Email 8 Web 0 User(s) 0 + /= User(s) 000CAD XXXCAD perUser(s)/ 1
Protection month(s)

4
L2
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5) Follow all the next steps including a review of the Terms & Conditions and confirm your order.

Note: Once the order is processed you can assign the newly added licenses to the users.
Your users are asked to change the Microsoft® Online Portal password when they connect for the
first time.
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