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Small development shops (and other small businesses) generally don't have the skills in-house 
to operate a mail server or host their own website. Time spent on these and other IT tasks 
comes out of billable hours. Microsoft's Office 365 offers an inexpensive way of outsourcing 
these tasks. For a small monthly fee, a company gets an Exchange server, web hosting, cloud 
storage, and the latest version of Office.  
 
In this session, we'll look at what Office 365 has to offer, including a look at the SharePoint-
based team and public sites you can create. 



)ȭÖÅ ÂÅÅÎ Á ÏÎÅ-woman shop for 25 years. Any time I spend running my office instead of 
ÈÅÌÐÉÎÇ ÃÌÉÅÎÔÓ ÉÓ ÔÉÍÅ )ȭÍ ÎÏÔ ÅÁÒÎÉÎÇ ÁÎÙ ÍÏÎÅÙȢ 7ÈÉÌÅ ÓÏÍÅ ÏÆÆÉÃÅ ÁÃÔÉÖÉÔÉÅÓȟ ÌÉËÅ ÁÄÄÉÎÇ 
content to my website, may ultimately bring in more business, others are simply lost time.  

&ÏÒ ÔÈÁÔ ÒÅÁÓÏÎȟ )ȭÖÅ ÎÅÖÅÒ ÒÕÎ ÍÙ Ï×Î ÍÁÉÌ ÓÅÒÖÅÒ ÏÒ ÍÙ Ï×Î ×ÅÂ ÓÅÒÖÅÒȢ ) ÄÏÎȭÔ ÓÅÅ 
ÍÙÓÅÌÆ ÓÅÌÌÉÎÇ )4 ÓÕÐÐÏÒÔ ÓÅÒÖÉÃÅÓȟ ÓÏ ÔÉÍÅ ÔÏ ÌÅÁÒÎ ÈÏ× ÔÏ ÄÏ ÔÈÏÓÅ ÔÈÉÎÇÓ ÉÓÎȭÔ Á ÇÏÏÄ 
investment.  

Over the last year or so, though, it became clear that having my own mail server would 
make some things much easÉÅÒȢ )ȭÖÅ ÂÅÅÎ ÓÙÎÃÈÉÎÇ Á ÐÈÏÎÅ ×ÉÔÈ /ÕÔÌÏÏË ÏÎ ÔÈÅ ÄÅÓËÔÏÐ ÆÏÒ 
years, but going forward, needing to do so limits my options considerably.  

3Ï ×ÈÅÎ ÍÙ ÓÏÎȟ ×ÈÏ ×ÁÓ ÏÎ -ÉÃÒÏÓÏÆÔȭÓ 3ÈÁÒÅ0ÏÉÎÔ ÔÅÁÍ at the time, started telling me 
about Office 365, I listened. He explained that it would include an Exchange server, web 
hosting, tools for building a website, cloud storage through SkyDrive Pro, and online access 
ÔÏ ÔÈÅ /ÆÆÉÃÅ ÁÐÐÌÉÃÁÔÉÏÎÓȢ 7ÈÉÌÅ ) ÄÉÄÎȭÔ ÐÁÒÔÉÃÕÌÁÒÌÙ ÎÅÅÄ ÔÈÅ ÌÁÓÔ Ô×Ï ÉÔÅÍÓȟ ) ËÎÅ× ) 
wanted an Exchange server (without having to administer it myself), and I was paying far 
too much for web hosting, so I was open to changing that. 

Once he demonstrated creating a website with SharePoint Online, I was sold. At his 
suggestion, I waited for the latest version, including SharePoint 2013, to be released, and 
then jumped on board. /ÎÃÅ ) ÄÉÄȟ ÔÈÅ ÒÅÁÌ ÖÁÌÕÅ ÐÒÏÐÏÓÉÔÉÏÎ ÏÆ ÔÈÅ /ÆÆÉÃÅ σφυȭÓ ×ÅÂ ÈÏÓÔÉÎÇ 
of a SharePoint-based website became clearer. The ability to set up a data-based site 
without having to write any code, and to add data to the site with an easy drag-and-drop 
ÍÅÁÎÔ ) ÃÏÕÌÄ ÅÁÓÉÌÙ ÓÈÁÒÅ ÔÈÅ ÈÕÎÄÒÅÄÓ ÏÆ ÁÒÔÉÃÌÅÓ )ȭÖÅ ×ÒÉÔÔÅÎ ÏÖÅÒ ÔÈÅ ÙÅÁÒÓȢ 

7ÈÉÌÅ ) ÈÁÖÅÎȭÔ ÐÕÔ ÔÈÅÍ ÔÏ ×ÏÒË ÙÅÔȟ ÔÅÁÍ ÓÉÔÅÓ ÔÏ ÓÈÁÒÅ ÄÏÃÕÍÅÎÔÓ ×ÉÔÈ ÔÈÏÓÅ ) ÃÈÏÏÓÅ ÔÏ 
share them with have real promise for me, too. I can see putting all the documents for a 
ÐÒÏÊÅÃÔ ÏÎ Á ÔÅÁÍ ÓÉÔÅȟ ÓÏ ÅÖÅÒÙÏÎÅ )ȭÍ ×ÏÒËÉÎÇ ×ÉÔÈ ÃÁÎ ÒÅÁÄ ÁÎÄ ÍÏÄÉÆÙ ÔÈÅÍ ×ÉÔÈ ÔÈÅ 
built -in Office applications. 

)ȭÌÌ ÄÉÓÃÕÓÓ ÔÈÅ ÄÉÆÆÅÒÅÎÔ ÃÏÍÐÏÎÅÎÔÓ ÏÆ /ÆÆÉÃÅ σφυ ÁÔ ÄÉÆÆÅÒÅÎÔ ÄÅÐÔhs, related primarily to 
ÈÏ× ÍÕÃÈ ÔÉÍÅ )ȭÖÅ ÓÐÅÎÔ ×ÉÔÈ ÔÈÅÍȢ !Ó ÎÏÔÅÄ ÅÁÒÌÉÅÒȟ ÍÙ ÉÎÔÅÒÅÓÔ ×ÁÓ ÐÒÉÍÁÒÉÌÙ ÉÎ ÔÈÅ 
Exchange server and web hosting, so this paper focuses on those two aspects. The Office 
Web Apps are barely touched, and some other components get only a glance here. In truth, 
covering all aspects of Office 365 in any depth would require a book, not a white paper. 

Genealogy 
Office 365 is the successor to two different Microsoft Online offerings: Business 
Productivity Online Suite (BPOS) and Office Web Apps. BPOS included Exchange Online, 
SharePoint Online, Live Meeting and Office Communications Online, while Office Web Apps 
was a competitor to Google Docs.  

Office 365, merging the back-office services with the Office applications, was released in 
2011, based on Office 2010. The release of Office 2013 led to a major update of Office 365; 
ÔÈÁÔȭÓ ÔÈÅ ÖÅÒÓÉÏÎ )ȭÌÌ ÄÉÓÃÕÓÓ ÉÎ ÔÈÉÓ ÐÁÐÅÒȢ 



Lots of flavors 

There are a number of offerings under the Office 365 name. You can see the whole set at 
office365.comȢ )ȭÌÌ ÆÏÃÕÓ ÈÅÒÅ ÏÎ ÔÈÅ ÂÕÓÉÎÅÓÓ ÏÐÔÉÏÎÓȢ 4ÈÏÓÅ ÁÒÅ ÄÉÖÉÄÅÄ ÉÎÔÏ various 
groups; the list changes over time. At this writing, there are six offerings: Small Business, 
Small Business Premium, Midsize Business, and three Enterprise-level options, including a 
basic hosted email plan; currently priced at $4 per user per month, it offers only email and 
support.  

Beyond hosted email, the main differences relate to the maximum number of users and 
whether you get desktop versions of the Office applications. All versions offer an Exchange 
Server, a public website, private team sites, 25 GB per user of storage on SkyDrive Pro, and 
use of the Office Web Apps. The price varies based on the maximum number of users 
supported. The low-end Small Business offering is $5 per user per month, limited to 25 
users. The low-end Enterprise version is $8 per user per month, but the number of users is 
unlimited. 

More expensive options in each group also include desktop and mobile versions of Office 
for each user. The Enterprise versions also include more support and several other 
advanced features. 

As of this writing, you can see a comparison of versions at http://tinyurl.com/kzy4ypr . 
Note also that some of them offer a one-month free trial. 

For my one-person office (which already has an MSDN subscription that provides Office), I 
chose the $5/month Office 365 Small Business plan. 

Getting started 
Before you sign up for Office 365, youȭÌÌ ×ÁÎÔ ÔÏ ÈÁÖÅ a registered domain. This will be the 
domain for the email addresses you create and the public website. (3ÅÅ ȰPublishing a public 
siteȟȱ ÌÁÔÅÒ ÉÎ ÔÈÉÓ ÄÏÃÕÍÅÎÔ ÆÏÒ ÍÏÒÅ ÏÎ ÔÈÅ ÌÁÔÔÅÒ.) 

To sign up, choose the plan you want and click the ÁÐÐÒÏÐÒÉÁÔÅ Ȱ"ÕÙȱ ÂÕÔÔÏÎȢ 9ÏÕ ÓÅÅ ÔÈÅ 
page shown in Figure 1. When you scroll farther down, you set up the first (or, for a single 
user organization, only) email address, including password. Figure 2 shows an account for 
a non-ÐÒÏÆÉÔ ÏÒÇÁÎÉÚÁÔÉÏÎ )ȭÍ ÉÎÖÏÌÖÅÄ ×ÉÔÈȢ 

http://office365.com/
http://tinyurl.com/kzy4ypr


 

Figure 1. Use this page to sign up for Office 365. 

 

Figure 2. The sign-up page also includes setting up the first email account for your organization. 



When you click Ȱcontinue,ȱ you see the Customize your order page, shown in Figure 3. If 
you need more than one user, you can indicate that here. Also, note that because this is a 
ÄÅÍÏÎÓÔÒÁÔÉÏÎ ÁÃÃÏÕÎÔ ÔÈÁÔ ) ÄÏÎȭÔ ÉÎÔÅÎÄ ÔÏ ËÅÅÐ ÌÏÎÇȟ ) ÃÈÏÓÅ ÔÈÅ ÍÏÎÔÈ ÔÏ ÍÏÎÔÈ ÏÐÔÉÏÎȢ 
For my business, I paid for a year in advance and got a discount. 

 

Figure 3. On this page, you can specify the number of users you want. ThÅ ȰÏÐÔÉÏÎÁÌ ÁÄÄ-ÏÎÓȱ ÁÎÄ Ȱ!ÄÄÉÔÉÏÎÁÌ 
servicesȱ links let you add more SkyDrive Pro storage and add additional Office 365 plans. 

Click Ȱcheckoutȱ to go through a series of pages that handle payment. 

Setting up 
/ÎÃÅ ÙÏÕȭÒÅ ÁÌÌ ÓÅÔȟ ÙÏÕ ÃÁÎ ÓÅÅ ÔÈÅ ÍÁÉn administration panel (Figure 4). This is also 
where you land when you sign into Office 365 in the browser.  

Initially, this page includes a Getting Started pane to walk you through the various Office 
365 set-up tasks. /ÎÃÅ ÙÏÕȭÖÅ ÃÏÍÐÌÅÔÅÄ ÙÏÕÒ ÓÅÔ-ÕÐ ÐÒÏÃÅÓÓȟ ÙÏÕ ÃÁÎ ÃÌÉÃË Ȱ(ÉÄÅ ÔÈÅ 
'ÅÔÔÉÎÇ 3ÔÁÒÔÅÄ ÐÁÎÅȱ ÔÏ ÒÅÍÏÖÅ ÔÈÁÔ ÓÅÃÔÉÏÎȢ 



 

Figure 4. The Admin panel of Office 365 gives you a place to administer your account and initially includes 
the Getting Started pane. 

The first thing to do is set up your email address to use your custom domain. By default, the 
email address you create with Office 365 is in the form 
username@something.onmicrosoft.com. You probably want it to be 
username@something.com.  

The first item in the Getting Started pane lets you make this change. 

When you click it, you see the page in Figure 5; click ȰStart nowȱ to proceed. The next page 
of this wizard (shown in Figure 6Ɋ ÉÓ ËÅÙȠ ÙÏÕ ÕÓÅ ÉÔ ÔÏ ÓÐÅÃÉÆÙ ÔÈÅ ÄÏÍÁÉÎ ÙÏÕȭÒÅ 
associating with Office 365. Once you finish setting upȟ ÙÏÕ ÃÁÎȭÔ ÃÈÁÎÇe it, so make sure to 
specify the domain you really want, if you have more than one. 

mailto:username@something.onmicrosoft.com
mailto:username@something.com


 

Figure 5. Clicking the email address item in the Getting Started pane shows this page. 

 

Figure 6. On this page, you spÅÃÉÆÙ ÔÈÅ ÄÏÍÁÉÎ ÙÏÕȭÒÅ ÁÓÓÏÃÉÁÔÉÎÇ ×ÉÔÈ ÙÏÕÒ /ÆÆÉÃÅ σφυ ÁÃÃÏÕÎt. This choice 
ÃÁÎȭÔ ÂÅ ÃÈÁÎÇÅÄȟ ÏÎÃÅ ÓÅÔ-up is complete. 

When you click Ȱnext,ȱ ÙÏÕȭÒÅ ÑÕÅÒÉÅÄ ÁÂÏÕÔ ÔÈÅ ÄÏÍÁÉÎ ÙÏÕ ÓÐÅÃÉÆÉÅÄ ɉFigure 7). If you 
already have a website, you can choose whether to leave it where it is or replace it. Even if 
you choose to replace it, you can set things up so that your current site works until you 
finish creating the new site and deploy it .  



 

Figure 7. To do things correctly, you need to tell Office 365 about your existing domain. 

When you click Ȱnext,ȱ you see a summary page (Figure 8) of the steps to start using your 
new Exchange server. Click ȰStart step 1,ȱ ÁÎÄ ÙÏÕȭÒÅ ×ÁÌËÅÄ ÔÈÒÏÕÇÈ ÔÈÅ ÓÔÅÐÓ ÎÅÃÅÓÓÁÒÙ 
for Office 365 to confirm that youȭre allowed to make this change. The steps depend on 
where the site is registered, and involve creating a DNS record. !ÆÔÅÒ ÙÏÕȭÖÅ ÍÁÄÅ ÔÈÅ $.3 
ÃÈÁÎÇÅ ÁÎÄ ÖÅÒÉÆÉÅÄ ÉÔȟ ÙÏÕȭre ready for step 2 in Figure 8, changing the email address you 
ÁÌÒÅÁÄÙ ÃÒÅÁÔÅÄ ɉÔÈÅ ÏÎÍÉÃÒÏÓÏÆÔȢÃÏÍ ÏÎÅɊ ÔÏ ÙÏÕÒ ÃÕÓÔÏÍ ÄÏÍÁÉÎȢ 9ÏÕȭÌÌ ÓÅÅ ÔÈÁÔ Ȱ5ÐÄÁÔÅ 
ÅØÉÓÔÉÎÇ /ÆÆÉÃÅ σφυ ÁÄÄÒÅÓÓÅÓȱ ÉÓ ÎÏ× Á ÌÉÎËȠ ÃÌÉÃË ÉÔȢ 

The page shown in Figure 9 lists all the users in your account (presumably one, at this 
ÐÏÉÎÔɊ ÁÎÄ ÌÅÔÓ ÙÏÕ ÓÐÅÃÉÆÙ ×ÈÉÃÈ ÓÈÏÕÌÄ ÃÈÁÎÇÅ ÔÏ ÙÏÕÒ ÃÕÓÔÏÍ ÄÏÍÁÉÎȢ #ÌÉÃË Ȱ5ÐÄÁÔÅȱ ÏÎ 
ÔÈÅ ÎÅØÔ ÐÁÇÅȟ ÃÌÉÃË Ȱ&ÉÎÉÓÈȱ ÁÎÄ ÙÏÕȭÒÅ Ðrompted to sign out of Office 365 and sign back in 
with the new email address. 

Once you log back in, you can add any other users you need. Even if you have no other 
ÕÓÅÒÓȟ ÙÏÕ ÎÅÅÄ ÔÏ ÃÏÎÔÉÎÕÅ ÔÈÒÏÕÇÈ ÔÈÅ ×ÉÚÁÒÄ ÓÔÅÐÓȢ 3Ï ÃÌÉÃË ÔÈÅ ȰÅÍÁÉÌ ÁÄÄÒÅÓÓȱ ÔÉÌÅ ÉÎ the 
'ÅÔÔÉÎÇ 3ÔÁÒÔÅÄ ÐÁÎÅ ÁÎÄ ÃÌÉÃË Ȱ!ÄÄ ÕÓÅÒÓ ÔÏ /ÆÆÉÃÅ σφυȱ ÔÏ ÒÅÁÃÈ ÔÈÅ ÐÁÇÅ ÓÈÏ×Î ÉÎ Figure 
10Ȣ )Æ ÙÏÕȭÖÅ ÐÁÉÄ ÆÏÒ ÁÄÄÉÔÉÏÎÁÌ ÕÓÅÒÓȟ ÁÄÄ ÔÈÅÍȠ ÏÔÈÅÒ×ÉÓÅȟ ÊÕÓÔ ÃÌÉÃË Ȱ.Ïȟ )ȭÌÌ ÄÏ ÉÔ ÌÁÔÅÒȱȢ 
%ÉÔÈÅÒ ×ÁÙȟ ÃÌÉÃË ȰÎÅØÔȢȱ 

 

 



 

Figure 8. 4ÈÉÓ ÐÁÇÅ ÓÈÏ×Ó ÙÏÕ ÔÈÅ ÓÔÅÐÓ ÎÅÅÄÅÄ ÔÏ ÍÏÖÅ ÙÏÕÒ ÄÏÍÁÉÎȭÓ ÅÍÁÉÌ ÔÏ /ÆÆÉÃÅ σφυȢ 

 

Figure 9. /Î ÔÈÉÓ ÐÁÇÅȟ ÙÏÕ ÃÁÎ ÓÐÅÃÉÆÙ ×ÈÉÃÈ ÕÓÅÒÓȭ ÅÍÁÉÌ ÁÄÄÒÅÓÓÅÓ ÓÈÏÕÌÄ ÕÓÅ ÙÏÕÒ ÃÕÓÔÏÍ ÄÏÍÁÉÎȢ (ÅÒÅȟ 
ÔÈÅÒÅȭÓ ÏÎÌÙ ÏÎÅ ÕÓÅÒȢ 



 

Figure 10. Use this page to add additional users, or just choose No to proceed. 

!ÇÁÉÎȟ ÙÏÕȭÒÅ ÒÅÔÕÒÎÅÄ ÔÏ ÔÈÅ ÅÍÁÉÌ ÓÅÔ-ÕÐ ÐÁÇÅȢ #ÌÉÃË Ȱ#ÏÍÐÌÅÔÅ ÔÈÅ ÐÒÏÃÅÓÓ.ȱ !ÇÁÉÎȟ ÙÏÕȭÌÌ 
need to do some work with your doÍÁÉÎ ÒÅÇÉÓÔÒÁÒȠ ÔÈÉÓ ÔÉÍÅȟ ÉÔȭÓ ÓÐÅÃÉÆÙÉÎÇ ÔÈÅ ÃÏÒÒÅÃÔ 
name servers. Follow the directions provided. 

7ÈÅÎ ÙÏÕȭÒÅ ÄÏÎÅȟ ÙÏÕ ÃÁÎ ÃÌÉÃË Ȱ$ÏÎÅȟ ÇÏ ÃÈÅÃËȱ ÔÏ ÓÅÅ ×ÈÅÔÈÅÒ ÙÏÕÒ ÃÈÁÎÇÅÓ ÈÁÖÅ ÔÁËÅÎ 
ÅÆÆÅÃÔȢ )Æ ÎÏÔȟ ÙÏÕȭÌÌ ÓÅÅ Á ÐÁÇÅ ÔÈÁÔ ÔÅÌÌÓ ÙÏÕ ÓÏ ÁÎÄ ÇÉÖÅÓ ÙÏÕ Á chance to test again. Once the 
test is successful, you see a page (Figure 11) that confirms itȢ #ÌÉÃË Ȱ&ÉÎÉÓÈȱ ÔÏ ÒÅÔÕÒÎ ÔÏ ÔÈÅ 
email set-ÕÐ ×ÉÚÁÒÄ ÐÁÇÅȟ ×ÈÅÒÅ ÙÏÕ ÃÁÎ ÃÌÉÃË Ȱ!ÌÌ ÄÏÎÅȦȱ ÔÏ ÒÅÔÕÒÎ ÔÏ ÔÈÅ /ÆÆÉÃÅ σφυ Admin 
page. 

Note that in this paper, some examples are drawn from the account created in this section, 
but a number are based on my tomorrowssolutionsllc.com account.  



 

Figure 11. After you change your name server settings at your domain registrar, you can check whether the 
ÃÈÁÎÇÅ ÈÁÓ ÐÒÏÐÁÇÁÔÅÄȢ )Æ ÎÏÔȟ ÙÏÕȭÌÌ ÓÅÅ ÔÈÉÓ ÐÁÇÅȢ 

The Admin panel 
The top of the Office 365 main administration page includes a menu for the main 
components of Office 365; this whole bar across the top (shown in Figure 12) is called the 
suite bar. In the figureȟ Á ÌÉÔÔÌÅ ÃÁÒÁÔ ÉÎÄÉÃÁÔÅÓ ÔÈÁÔ ×ÅȭÒÅ ÃÕÒÒÅÎÔÌÙ ÌÏÏËÉÎÇ ÁÔ ÔÈÅ !ÄÍÉÎ 
page. Next to the menu is the name of the logged-in user; this is a dropdown that changes 
aÓ ÙÏÕ ÍÏÖÅ ÔÏ ÏÔÈÅÒ ÐÁÒÔÓ ÏÆ ÔÈÅ ÓÅÒÖÉÃÅȢ /Î ÔÈÅ !ÄÍÉÎ ÐÁÇÅȟ ÉÔȭÓ ÐÒÅÔÔÙ ÓÐÁÒÓÅ ɉFigure 13). 

 

Figure 12. The suite bar is the main menu for Office 365. 

 

Figure 13. 4ÈÅ ÕÓÅÒȭÓ ÎÁÍÅ ÉÎ ÔÈÅ ÍÅÎÕ ÂÁÒ ÉÓ Á ÄÒÏÐÄÏ×ÎȢ 4ÈÅ ÃÏÎÔÅÎÔÓ ÃÈÁÎÇÅ ÄÅÐÅÎÄÉÎÇ ×ÈÅÒÅ ÙÏÕ ÁÒÅ ÉÎ 
Office 365. 

The next icon indicates Settings. This one, too, changes depending where you are in Office 
365. In the Admin panel, the only option is Office 365 Settings. Choosing that option opens 
a page showing your set-up, as in Figure 14. 

Not surprisingly, the final icon, the question mark, opens a Help window. 



 

Figure 14. The Office 365 settings page includes basic information about a user, as well as password 
management and more. 

Managing the company 

)Æ ÙÏÕȭÒÅ ÔÈÅ ÁÄÍÉÎÉÓÔÒÁÔÏÒ for the Office 365 installation, the ȰManage your organizationȱ 
section at the bottom of the Admin page lets you control users, licenses, organization 
information, and so forth. The exact content varies depending on which type of Office 365 
account you signed up for. That section also provides access to support information.  

"ÅÃÁÕÓÅ ) ÈÁÖÅÎȭÔ ÓÅÔ ÕÐ /ÆÆÉÃÅ σφυ ÆÏÒ ÁÎ ÏÒÇÁÎÉÚÁÔÉÏÎ ÏÆ ÍÏÒÅ ÔÈÁÎ ÏÎÅ ÐÅÒÓÏÎȟ )ȭÍ ÎÏÔ 
sure what non-administrators see here.  

Controlling your organizationôs settings 

Clicking ȰManage organization-wide settingsȱ in the Ȱservice settingsȱ section shows a page 
(Figure 15) that lets you control what others users can do. 



 

Figure 15. The service settings page controls what users can do with Office 365. It also provides control over 
ÔÈÅ ÏÒÇÁÎÉÚÁÔÉÏÎȭÓ ÐÕÂÌÉÃ ×ÅÂÓÉÔÅȢ 

Managing users and licenses 

As its text suggests, the ȰManage and purchase licensesȱ link in the Admin panel lets you 
see how many licenses of what types you have and buy more, as in Figure 16. 

 

Figure 16. The Licenses page lists your subscriptions. Click purchase services to buy more licenses. 

Licenses get matched with users. The ȰAdd users, reset passwords, and moreȱ link brings 
you to the Users & Groups page (Figure 17), where you can manage the list of users for 
your organization. When you hover over a user, a checkbox appears to let you select that 
user; when you do so, details about that user, such as phone numbers appear in the right 
pane, as in Figure 18. 



 

Figure 17. Use the users & groups page to manage the list of users in your organization.  

 

Figure 18. Check the box next to a user to see detailed information about that user. 

Click the plus sign to add a new user; you can only complete this operation if you have an 
available license for the user. 

The links at the top of this page let you manage a shared contact list for your organization, 
set up groups (distribution lists) of users, and designate some mailboxes as shared.  

Managing domains 

The ȰManage your website and email domainsȱ link brings you to a list of domains 
associated with the organization, as in Figure 19. The list includes the onmicrosoft.com 
ÄÏÍÁÉÎ ÔÈÁÔȭÓ ÃÒÅÁÔÅÄ ×ÈÅÎ ÙÏÕ ÓÅÔ ÕÐ ÙÏÕÒ ÁÃÃÏÕÎÔ, as well as the custom domain you set 
up. If your organization has multiple domains, you can add others here, though that may 
not be your best option. If your reason for having multiple domains is simply to have 
multiple URLs pointing to a single website, it may be less expensive and easier to set up 
alternative domains to forward to the domain you set up in Office 365. 



 

Figure 19. The list of domains incÌÕÄÅÓ ÔÈÅ ÄÅÆÁÕÌÔ ÏÎÍÉÃÒÏÓÏÆÔȢÃÏÍ ÄÏÍÁÉÎ ÔÈÁÔȭÓ ÁÕÔÏÍÁÔÉÃÁÌÌÙ ÃÒÅÁÔÅÄȟ ÐÌÕÓ 
your custom domain, if you set it up. 

When you add a domain to Office 365, you move management of DNS (domain name 
service) records from your registrar to Office 365. The DNS records you need should get 
created automatically, but the ȰManage DNSȱ ÌÉÎË ÌÅÔÓ ÙÏÕ ÓÅÅ ×ÈÁÔȭÓ ÔÈÅÒÅ ÁÎÄ ÍÁËÅ ÁÎÙ 
necessary changes. 

Tracking Office 365 status 

Clicking ȰTrack service health and maintenanceȱ navigates to the Service Health page 
(Figure 20), which provides information on the status of each Office 365 service. For any 
issues that have occurred, you can click the icon to see details. The ȰPlanned Maintenanceȱ 
link shows scheduled maintenance for each service. 

 

Figure 20. The Service health page shows status history for each Office 365 service. 



Getting support 

The ȰGet help and online supportȱ link in the Admin panel navigates to the Support 
Overview page, shown in Figure 21. The page offers three different approaches to support. 

 

Figure 21. The Support Overview page offers several different ways to get help with Office 365. 

The left column lists frequently asked questions. A currently hot issue is highlighted at the 
top of the column. The Ȱ3ÅÅ ÍÏÒÅȢȢȢȱ link at the bottom of that column links to the Office 365 
support site, opening it with a Wiki page displayed. 

The center column provides more general help, including links to create a service request 
and contact information for both technical and subscription support.  

4ÈÅ ÒÉÇÈÔ ÃÏÌÕÍÎ ÉÓÎȭÔ ÁÃÔÕÁÌÌÙ Á ÃÏÌÕÍÎ ÁÔ ÁÌÌȠ ÉÔȭÓ Á ÐÏÐ-out pane. It provides the ability to 
search the support site, as well as to post questions in the Office 365 forums. Those forums 
ÁÒÅ ÍÏÎÉÔÏÒÅÄ ÂÙ -ÉÃÒÏÓÏÆÔ ÐÅÒÓÏÎÎÅÌȟ ×ÈÏ ÒÅÐÌÙ ÔÏ ÑÕÅÓÔÉÏÎÓȢ ɉ!ÌÔÈÏÕÇÈ ) ÈÁÖÅÎȭÔ ÁÌ×ÁÙÓ 
solved my problems by asking there, I have always gotten responses.) The link at the 
ÂÏÔÔÏÍȟ Ȱ6ÉÅ× ÙÏÕÒ ÑÕÅÓÔÉÏÎÓȟȱ ÂÒÉÎÇÓ ÕÐ Á ÌÉÓÔ ÏÆ ÁÌÌ your posts, so you can easily find them.  

Using the Exchange server 
Most users will spend only a little time in the Admin panel and most of their time using the 
actual components of Office 365. For many, home in Office 365 will be the various pieces of 
Outlook there. 

The desktop version of Outlook includes email, contacts, calendar, and tasks. Office 365 
includes all of those, but spreads them across three elements on the suite bar.  



Click ȰOutlookȱ in the suite bar to handle email and tasks. Click ȰCalendarȱ to work with the 
calendar. Click ȰPeopleȱ to work with your contact list.  

As with any other Exchange server, you can choose to synchronize with Outlook or another 
email client and you can set up a mobile phone to synch with the server as well. Thus, 
depending on your needs, once things are set up as you want, you might only rarely work 
ÏÎ ÔÈÅ /ÕÔÌÏÏË ÐÁÇÅÓȢ ɉ"Å Á×ÁÒÅ ÔÈÁÔ ÉÔÅÍÓ ÙÏÕ ÐÕÔ ÉÎ /ÕÔÌÏÏËȭÓ .ÏÔÅÓ ÁÒÅ ÎÏÔ ÓÙÎÃÈÅÄ 
between the Exchange Server and mobile versions of Outlook. In my view, this makes the 
Notes component essentially useless.)  

What works for me is to have Outlook on my primary and secondary machines, but to use 
the Outlook Web App in Office 365 ×ÈÅÎ )ȭÍ ÁÔ ÁÎÏÔÈÅÒ ÃÏÍÐÕÔÅÒȢ 3ÉÎÃÅ %ØÃÈÁÎÇÅ ËÅÅÐÓ 
them all in synch, including sent messages, I knÏ× )ȭÍ ÁÌ×ÁÙÓ ÌÏÏËÉÎÇ ÁÔ ÔÈÅ ÆÕÌÌ ÄÁÔÁ ÓÅÔȢ 

Migrating data 

If your users are already using Outlook, connecting to one or more mail servers directly, 
ÔÈÅÙȭÌÌ ÐÒÏÂÁÂÌÙ ×ÁÎÔ ÔÏ move at least some of their data into Office 365. I wanted all of my 
stored email, calendar items, contacts and tasks.  

For those using Outlook on the desktop, the best approach seems to be to create a new 
Outlook data file, associate it with the Exchange Server account and then drag and drop 
existing contacts, calendar items, tasks, and email folders from the old data file into the new 
one. 

In addition, there are tools for importing your existing mail, contacts, calendar and tasks. 
This Microsoft support page provides instructions: http://office.microsoft.com/en -
us/office365-suite-help/migrate -email-and-contacts-into-a-new-office-365-account-
HA103169067.aspx. The instructions also include a way to receive mail from other email 
accounts on the Exchange Server. 

Working with email 

The ȰOutlookȱ link on the Office 365 suite bar opens the Outlook Web App to a page that 
looks something like the email view of Outlook. The page has three panes. The left pane 
(shown in Figure 22), which can be collapsed, shows favorite folders at the top (the list can 
be customized by dragging into and out of it) and the complete folder tree at the bottom. 
4ÈÅÒÅȭÓ ÁÌÓÏ Á ÂÕÔÔÏÎ ÁÔ ÔÈÅ ÂÏÔÔÏÍ ÔÏ ÖÉÅ× 4ÁÓËÓȢ ɉ3ÅÅ ȰWorking with tasks,ȱ ÌÁÔÅÒ ÉÎ ÔÈÉÓ 
section.) 

http://office.microsoft.com/en-us/office365-suite-help/migrate-email-and-contacts-into-a-new-office-365-account-HA103169067.aspx
http://office.microsoft.com/en-us/office365-suite-help/migrate-email-and-contacts-into-a-new-office-365-account-HA103169067.aspx
http://office.microsoft.com/en-us/office365-suite-help/migrate-email-and-contacts-into-a-new-office-365-account-HA103169067.aspx


 

Figure 22. The left pane in Mail view shows Favorite folders and then a complete hierarchy of folders. A 
button at the bottom lets you switch to Tasks view. 

The middle pane contains the list of messages currently in the inbox. Links let you filter it 
to only unread messages, messages to you, or flagged messages. In addition, a dropdown 
lets you change the sort order. A search box above the list lets you filter based on content. 

4ÈÅÒÅȭÓ Á ÃÏÎÔÅØÔ ɉÒÉÇÈÔ-click) menu for messages, shown in Figure 23. Note that, unlike in 
/ÕÔÌÏÏËȟ ÔÈÅÒÅȭÓ ÎÏ ×ÁÙ ÔÏ ÍÁÒË Á ÍÅÓÓÁÇÅ ÁÓ ÊÕÎË ÏÒ ÂÌÏÃË ÔÈÅ ÓÅÎÄÅÒ ÆÒÏÍ ÔÈÅÒÅȢ 



 

Figure 23. This context menu appears when you right-click on a message in the message list. 

The right pane, which is, by default, much wider than the others, contains the message 
currently highlighted in the message list. Links at the upper right let you reply, reply all, or 
ÆÏÒ×ÁÒÄȢ !Î ÅÌÌÉÐÓÉÓ ɉȰȣȱɊ ÌÉÎË ÏÐÅÎÓ Á ÍÅÎÕ ÏÆ ÁÄÄÉÔÉÏÎÁÌ ÏÐÔÉÏÎÓȟ ÓÈÏ×Î ÉÎ Figure 24.  

 

Figure 24. This dropdown menu lets you manage email messages. 

Be aware that, as far as I can tell, marking a message as junk does not add the sender to the 
blocked senders list or prompt you to do so. 

A link just below this list of links lets you mark the message as unread.  

To send a new message, click the New Mail link in the upper left corner of the page. This 
changes the right pane to a new message (Figure 25). The From dropdown lets you decide 
which email account to send from (if you have multiple accounts configured). 

When you start typing in the To: line, matching items from your contacts appear, as in 
Figure 26. You can just choose the one you want. AlternatiÖÅÌÙȟ ÙÏÕ ÃÁÎ ÃÌÉÃË ÔÈÅ ȰϹȱ ÁÔ ÔÈÅ 
end of the To: line to open a page showing your contacts, as in Figure 27. You can then 
navigate through that page, or search in it, to select the email recipient(s). The right pane of 
that page, not shown in the figure, displays details for the currently selected contact. 



 

Figure 25. You write new emails in the right pane. 

 

Figure 26. As you type into the email To line, matching contacts are listed. 

 

Figure 27. You can also choose email recipients from your contact list.  

On the contact list page, you can click links to filter to only people or only groups (that is, 
distribution lists). You can use the dropdown on the right (Figure 28) to sort the list. 



 

Figure 28. The list of contacts can be sorted various ways to help you find the ones you want. 

Click the chevron at the left side of the page to show all your available contact folders, as in 
Figure 29. You can then click the name of a folder to display the contacts in that folder. 

/ÎÃÅ ÙÏÕȭÖÅ ÓÅÌÅÃÔÅÄ ÔÈÅ ÒÅÃÉÐÉÅÎÔÓ ÆÏÒ ÔÈÅ ÍÅÓÓÁÇÅȟ ÃÌÉÃË /+ ÔÏ ÒÅÔÕÒÎ ÔÏ ÔÈÅ ÍÅÓÓÁÇÅ ÐÁÇÅȢ 
The Cc line lets you specify people to be copied on the message in the same ways you can 
choose the recipients.  

 

Figure 29. 4ÈÅ ÐÁÎÅ ÓÈÏ×ÉÎÇ ÏÔÈÅÒ ÃÏÎÔÁÃÔ ÆÏÌÄÅÒÓ ÉÓ ÈÉÄÄÅÎ ÂÙ ÄÅÆÁÕÌÔȢ 7ÈÅÎ ÙÏÕ ÃÌÉÃË ÔÈÅ ÃÈÅÖÒÏÎȟ ÉÔȭÓ 
displayed.  

As Figure 25 indicates, something that looks like a toolbar provides formatting capabilities 
ÆÏÒ ÔÈÅ ÍÅÓÓÁÇÅ ÂÏÄÙȢ 4ÈÅ ÃÈÅÖÒÏÎ ÁÔ ÔÈÅ ÅÎÄ ÏÆ ÔÈÅ ȰÔÏÏÌÂÁÒȱ ÌÅÔÓ ÙÏÕ ÄÅÔÅÒÍÉÎÅ ×ÈÁÔ 
options appear, as shown in Figure 30.  

The links above the message (shown in Figure 25) let you manage the message. Beyond 
sending or cancelling the message, click Insert to add attachments. The ellipsis dropdown 
(Figure 31Ɋ ÌÅÔÓ ÙÏÕ ÁÄÄ Á "ÃÃ ÌÉÎÅȟ ÓÅÔ ÔÈÅ ÍÅÓÓÁÇÅȭÓ ÉÍÐÏÒÔÁÎÃÅ ÁÎÄ ÍÏÒÅȢ 



 

Figure 30. This toolbar lets you format your message. The dropdown determines which formatting options 
appear on the toolbar. 

 

Figure 31. This dropdown menu provides additional control over email messages. 

If you prefer to write messages in a separate window, you can click the icon in the upper 
right corner of the message page. (It looks like one window overlapping another.) 

One very elegant feature of the interface is that, if you click on a link that navigates away 
from this page while writing a message, the message in progress is automatically saved in 
Drafts. When you return to the Outlook page, you can click on Drafts and then on the 
message. Then, click the Continue Editing link (Figure 32) to get back to where you were.  

7ÈÅÎ ÙÏÕȭÒÅ ÌÏÏËÉÎÇ ÁÔ ÅÍÁÉÌȟ Ôhere are a couple of email-specific items on the Settings 
menu in the Office 365 suite bar. ȰSet automatic repliesȱ navigates to a page (Figure 33) for 
setting up Out of Office messages. ȰDisplay settingsȱ determines the layout of the Outlook 
page. The Display Settings pane (Figure 34) opens from the right edge of the browser.  The 
ÌÉÎËÓ ÕÎÄÅÒ ȰÄÉÓÐÌÁÙ ÓÅÔÔÉÎÇÓȱ ÓÈÏ× different settings you can manage. Figure 34 shows the 
choices for the message list, while Figure 35 shows options for threading conversations, 
and Figure 36 shows choices for the reading pane.  



 

Figure 32. 7ÈÅÎ ÙÏÕ ÎÁÖÉÇÁÔÅ Á×ÁÙ ÆÒÏÍ Á ÍÅÓÓÁÇÅ ÉÎ ÐÒÏÇÒÅÓÓȟ ÉÔȭÓ ÁÕÔÏÍÁÔÉÃÁÌÌÙ ÓÁÖÅÄ ÉÎ $ÒÁÆÔÓȢ &ÉÎÄ ÉÔ ÁÎÄ 
click Continue Editing to go on. 

 

Figure 33. 9ÏÕ ÃÁÎ ÓÅÔ ÕÐ Ȱ/ÕÔ ÏÆ /ÆÆÉÃÅȱ ÍÅÓÓÁÇÅÓ ÔÏ ÒÅÐÌÙ ÔÏ ÅÍÁÉÌÓ ÒÅÃÅÉÖÅÄ ÄÕÒÉÎÇ Á ÓÐÅÃÉÆÉÅÄ ÔÉÍÅ ÐÅÒÉÏÄȢ 

 

Figure 34. You can determine how the Outlook Web App is laid out. 



 

Figure 35. The Conversations link lets you determine how messages in the same discussion are displayed. 

 

Figure 36. You can determine the main layout of the Outlook pane by clicking the Reading Pane link. 

Working with tasks 

Click the ȰTasksȱ button at the bottom of the left pane in Mail view to switch to Tasks view. 
This view is quite similar to the Mail view, with three vertical panes. The left pane shows 



folders and can be collapsed. As Figure 37 indicates, the task list can show flagged email 
items as well as tasks.  

 

Figure 37. The left pane in Tasks mode shows folders. The selection there also determines whether flagged 
email items show up in the Tasks list. 

The middle pane shows tasks and allows you to filter and sort as you wish. The links at the 
top let you choose whether to show all tasks, active tasks, overdue tasks or completed 
tasks.  In Figure 38, all active tasks are shown in reverse chronological order.  

 

Figure 38. You can choose which tasks to display and sort as you want. 

The dropdown above the list, shown in Figure 39, lets you choose the sort order. By 
default, tasks are sorted by due date with the oldest on top. 

The right pane shows the details for the currently selected task, as in Figure 40. While you 
can modify the reminder and the Mark Private checkbox here, use the ȰEditȱ link to switch 
to a full edit mode, shown in Figure 41. The same form appears when you choose to add a 
new task (though, of course, in that case, the fields are initially blank). As with emails, 
ÔÈÅÒÅȭÓ Á ×ÁÙ ÔÏ ÍÏÖÅ ÔÈÅ ÔÁÓË ÅÄÉÔÏÒ ÔÏ Á ÓÅÐÁÒÁÔÅ ×ÉÎÄÏ×Ȣ 



 

Figure 39. You can sort the list of tasks on any of these fields, and choose ascending or descending order. 

 

Figure 40. The right pane in Task view shows the details of a single task and lets you edit them. 



 

Figure 41. Clicking the ȰEditȱ button in the right pane switches the pane to let you edit the details for a task. 

To add a new task, click the New Task button at the top left and fill out the form. 

/ÄÄÌÙȟ ÔÈÅÒÅȭs no button or link in Task view to return to email. Instead, you have to click 
the Outlook link in the suite bar. 

Managing your calendar 

To open your calendar, click ȰCalendarȱ in the suite bar. The Calendar has only two panes, 
though the right pane sometimes has two sections. The collapsible left pane (Figure 42) 
shows one or more months at a time. (The number of months you see is controlled by the 
position of the separator bar between that section and the list below.) Click on a date and 
the right pane switches to that date. If your organization has multiple users, the left pane 
also lets you indicate which calendars other than your own should be displayed. 

The right pane offers multiple ways of looking at the calendar itself. By default, it shows 
you an entire month, plus the agenda for a single day, as in Figure 43. The month 
ÁÂÂÒÅÖÉÁÔÉÏÎÓ ÌÅÔ ÙÏÕ ÑÕÉÃËÌÙ ÎÁÖÉÇÁÔÅȠ ÊÕÓÔ ÃÌÉÃË ÔÏ ÇÏ ÔÏ ÔÈÁÔ ÍÏÎÔÈȢ #ÌÉÃË ÔÈÅ ȰÇÏ ÔÏ ÔÏÄÁÙȱ 
link to return to the current date. 

The links at the upper right let you change the view. Figure 44 shows the result of 
ÃÈÏÏÓÉÎÇ ȰÄÁÙȢȱ )Î ÔÈÉÓ ÃÁÓÅȟ ÙÏÕ ÓÅÅ Á ÄÅÔÁÉÌÅÄ ÁÇÅÎÄÁ ÆÏÒ Á ÓÉÎÇÌÅ ÄÁÙȟ ×ÉÔÈ Á ×ÅÅËȭÓ ×ÏÒÔÈ 
of days available for navigation. You can see Monday through Friday (or whatever range 
ÙÏÕȭÖÅ ÓÅÔ ÁÓ ÔÈÅ ×ÏÒË ×ÅÅËɊ ÂÙ ÃÈÏÏÓÉÎÇ Ȱ×ÏÒË ×ÅÅËȱ ÏÒ ÔÈÅ ÅÎÔire week by choosing 
Ȱ×ÅÅËȟȱ ÁÓ ÉÎ Figure 45. Both of these views let you navigate a week at a time. 



 

Figure 42. The left pane in Calendar mode shows two months and lets you decide what calendars contribute 
data. 

 

Figure 43. By default, the calendar shows a whole month with details for one selected date at the side. 



 

Figure 44. #ÈÏÏÓÉÎÇ ȰÄÁÙȱ ÓÈÏ×Ó ÔÈÅ ÁÇÅÎÄÁ ÆÏÒ Á ÓÉÎÇÌÅ ÄÁÙ ÉÎ ÄÁÔÅÂÏÏË ÆÏÒÍÁÔȢ 

 

Figure 45. #ÈÏÏÓÉÎÇ Ȱ×ÅÅËȱ ÓÈÏ×Ó ÙÏÕ ÁÇÅÎÄÁÓ ÆÏÒ ÁÎ ÅÎÔÉÒÅ ×ÅÅË, and lets you navigate by weeks. 

4Ï ÁÄÄ ÁÎ ÉÔÅÍ ÔÏ ÔÈÅ ÃÁÌÅÎÄÁÒȟ ÃÌÉÃË ÔÈÅ ȰÎÅ× ÅÖÅÎÔȱ ÌÉÎË ÁÔ ÔÈÅ ÔÏÐ ÌÅÆÔȢ ! ÆÏÒÍ ÆÏÒ ÁÄÄÉÎÇ 
an appointment, shown in Figure 46ȟ ÁÐÐÅÁÒÓȢ 4ÈÅ !ÔÔÅÎÄÅÅÓ ÌÉÎÅ ÈÅÒÅ ×ÏÒËÓ ÌÉËÅ ÔÈÅ Ȱ4Ïȡȱ 
line of an email, letting you add people from your address book. The Repeat dropdown lets 
you make this a recurring appointment. For organizations with multiple users, the 
Scheduling Assistant helps to find a time and place that works for all attendees. 

The Calendar offers a number of ways to view and edit existing appointments. First, if you 
click on an appointment in the Calendar grid, a window pops up showing the details, as in 
Figure 47. The same window pops up when you click on the item in the daily agenda ÔÈÁÔȭÓ 
shown with the monthly calendar. 

#ÌÉÃË ÔÈÅ Ȱoverlapping windowsȱ ÉÃÏÎ ÉÎ ÔÈÅ ÕÐÐÅÒ ÒÉÇÈÔ ÆÏÒ Á ÌÁÒÇÅÒ ÖÉÅ× ÏÆ ÔÈÅ ÓÁÍÅ 
appointment, shown in Figure 48. Alternatively, click the Edit link to open an editing 
window for the appointment, like the one in Figure 46, but with the appointment data filled 
in. If the appointment is recurring (like the VFP FUG in the example), when you click Edit, 
you get to choose whether to edit this occurrence or the series; that menu is shown in 
Figure 49. 








































































































