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Small development shops (and other small businesses) generally don't have the shilbsige

to operae 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, wiely hdsud
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.
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content to my website, may ultimately bring in more business, others are simply lost time.
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investment.

Over the last year or so, though, it became clear that having my own mail server would A
make some things muched&sA 08 ) 6 OA AAAT OUT AEET C A PEITTA x
years, but going forward, needing to do so limits my options considerably.
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about Office 365, | listenedHe explained that it would include an Exchange server, web

hosting, tools for building a website, cloud storage through SkyDrivero, and online access
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wanted an Extange server (without having to administer it myself), and | was paying far

too much for webhosting, sol was open to changing that.

Once he demastrated creating a websitewith SharePoint Online, | was sold. At his

suggestion, | waited forthe latest version, including SharePoint 2013, to be released, and

then jumpedonboard/ T AA ) AEAh OEA OAAI OAI OA POiI bl OEO
of a SharePoirtbased website became clearer. The ability to set up a datased site

without having to write any code, and to add data to the site with an easy dragd-drop
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share them with hawe real promise for me, too. | can see putting all the documents for a
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built-in Office applications.
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Exchange server and web hosting, so this paper focuses on those twoexdp. The Office

Web Apps arebarely touched and some other componentses 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 OficWeb Apps. BPOS included Exchange Online,
SharePoint Online, Live Meeting and Office Communications Online, while Office Web Apps
wasa competitor to Google Docs.

Office 365, merging the bacloffice 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;
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Lots of flavors

There are a number of offerings under the Office 365 name. You can see the whole set at
office365.con8 ) 81 1 A AOO EAOA 11 OEA AdbawmisAOO 1T POEI
groups; the list changes over time. At this writing, there araix offerings: Small Business,

Small Business Premium, Midsize Businesand three Enterprise-level options, including a

basic hosted email plan; currently priced at $4 per user per month, it offers only email and

support.

Beyondhosted email the main differences relate to the maximum number of users and
whether you get desktop versons of the Office applicationsAll versions offer an Exchange
Server, a public website, private team site25 GB per user of storage on SkyDriviero, and
use of the Office Web Apps. The price varies based on the maximum number of users
supported. Thelow-end Small Business offering is $5 per user per month, limited to 25
users. Thelow-end Enterprise versionis $8 per user per month, but the number of users is
unlimited.

More expensive optiorsin each group also include desktop and mobile versions of Qff
for each user.The Enterprise versiors also include more support and several other
advanced features.

As of this writing, you can see a comparison of versions fattp://tinyurl.com/kzy4ypr
Note also thatsomeof them offer a onemonth free trial.

For my oneperson office(which already has an MSDN subscription that provides Officgl)
chose the $5/month Office 365 Small Businegdan.

Getting started

Before you sign up for Office 365, ydul 1 x AT &regltéred Hon@ik This will be the
domain for the email addresses you create and the public websit& (’3\ Rgbl@hing apublic o
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To sign up, choose the plan you want and click tleD D OT POEAOA O" 6Us AOOOI I
page shown inFigure 1. When you scroll farther down, you set up the first (or, for a single

user organization, only) email address, includag password.Figure 2 showsan account for
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http://office365.com/
http://tinyurl.com/kzy4ypr

sign in to add this subscription to your current account

just a few details

You're about a minute from your new account.

set up your account

= Country or region:

| United States |Z|
Can't be changed after you sign up. Why not?

* First name:

* Last name:

Phone:

* Email:

We'll use this to send you important account information.

® Organization name:

Type your company name, like Contoso, Ltd.

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

create your new user ID

* User ID:

‘ Tamar ‘ @ | HFLPhilly .onmicrosoft.com

You'll use this to sign in to Office 365. Can | remove the .onmicrosoft.com part?

* Password:

* Confirm password:

New | Audio

Ye<L 3§F Vi

= Verification:

‘ YKLSWFVtP

Type the characters you see above.

By clicking continue you agree to our terms and conditions.

continue

B= Microsoft  ©2013 Microsoft Corporation  Legal | Privacy

Office 365 Small Business (Month to Month)
plan highlights

® 1 User License

® For small businesses (fewer than 25 users) and professionals that need
anywhere access to email and documents with Office Web Apps.

your user ID

Tamar@HFLPhilly.onmicrosoft.com

Community | Feedback

Figure 2. The signup page also includes setting up therkt email account for your organization.



When you click@ontinue,6you see the Customize your order page, shown Figure 3. If

you need more than one userjou canindicate that here. Also, note that because thiis a
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For my business, | paid for a year in advance and got a discount.

Customize your order

shopping cart Ll
Office 365 Small Business (Month to Month) | 1 month term petails Office 365 Small Business (Month to Month)
1 user license at $6.00 per user license, per month $6.00
subtotal $6.00
optional add-ons -
Additional services edit cart | check out ‘
cancel order

Figure 3. On this page, you can specify the number of users yoamt. TRA  OT POEI T &d AKRA O! AAEOEI
servicedlinks let you add more SkyDrive Pro storage and add additional Office 365 plans.

Click @heckoutdto go through a series of pages that handle payment.

Setting up
/' TAA Ul 068 0A Al 1l Oladninistcaiio® paAef(Figu® A)AThiOisakso | A E
where you land when you sign into Office 365 in the browser.

Initially, this pageincludes a Getting Started pane to walk you through the various Office
365setuptasks/ T AA Ui O6 OA Ai-OPI AORAACOBROUDABOAAT Al EA
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1] Office 365

Welcome, let's get started

=

email address

Customize your Office 365 email to use
@yourcompany.com

collaboration

Create and share documents with Office
Web Apps, SkyDrive Pro, and sites.

Manage your organization

service settings

Manage organization-wide settings

service status

Track service health and maintenance

users & groups

Add users, reset passwords, and more

support

Get help and online support

#
public website

Create a professional online presence
for your organization.

licenses

Manage and purchase licenses

website

Manage your public website

ARG IUW  Temar Granor =

¥

software
Download the latest version of Office,

and other desktop, phone, and tablet
apps.

Hide the Getting Started pane

Hebrew Free Loan Society of Greater Philadelphia

domains

Manage your website and email domains

message center

Read and plan for upcoming service

changes

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.onmionsoft.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 iRigure 5; click (start nowdto proceed. The next page

of this wizard (shown inFigure 6q EO EAUN Ui &6 OOA EO O1 OPAA
associating with Office 365. Once yoiinish settinguph  UT O A Ait, otaké gufeitoC
specify the domain you really want, if you have more than one.
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Change your Office 365 email address to use @yourcompany.com

Why change it?
When you signed up, your initial Office 365 email address was tamar@hfiphilly.onmicrosoft.com.

But if you already own an email address that your customers are familiar with. like tamar@jyourcompany.com. you can use that address instead. Do | have to do this before | can use Office 3657

Get an overview of the process:
Video: Customize your email address in Office 365

Would you like to change your Office 365 email address now?

It will take about 45 minutes to make the change, and we'll show you exactly what to do. Why will it take so long?

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

Change your Office 365 email address to use
@yourcompany.com

If you own a domain already, you can change your Office 365 email address so it's something
like: yourname@yourcompany.com.

What domain do you want to use with Office 3657 What's a domain?

| hflphilly.org ‘

Example: fourthcoffee.com

Note: You must already own the domain before you add it to Office 365. What if | don't own one?

| back | next cancel
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When you click®extoUi 68 OA NOAOEAA AAI 6O FQuek7). kyol AET UT O
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 sis@rks until you

finish creating the new siteand deployit.



Change your Office 365 email address to use @hflphilly.org

Tell us about hflphilly.org

Do people in your company already have hflphilly.org email addresses?
Yes
No

Do you already have a hflphilly.org website? Why is this important?
Yes, and | want to keep it where it's hosted today

Yes, but | want to design a new website in Office 365 to replace it

No

Note: Unfortunately, we can't automatically move your website from your current website host to Office 365.

| back ‘ cancel

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

When you clickext,6you see a summary pageHigure 8) of the steps to start using your

new Exchange server. Clicktart step1,6AT A UT 06 OA x Al EAA OEOI OCE O!
for Office 365 to confirm that youse allowed to make this change. The steps deperd

where the site is registered, and involve creating a DNS recotd £Z0A 0 UT 08 OA | AAA
AEAT CA AT A (GdrenfyAdt dieh 2 iBRlybre &) thénging the email address you

Al OAAAU AOAAOAA j OEA 111 EAOT Ol £#O8AT I 11 AqQ Oi
AGEOOET ¢ |/ AEAEAA oouv AAAOAOOAOGSG EO 11 x A 1ETEN

The page shown inFigure 9 lists all the users in your account (presumably one, at this
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with the new email address.

Once you log back in, you can add any other users you need. Even if you have no other
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Set up hflphilly.org to work with Office 365

Based on your choices, here are your next Steps.  review or change answers

" Confirm that you own hflphilly.org

Before you can use hflphilly.org with Office 365, help us verify that you own it.

Update existing Office 365 email addresses
Update email addresses from @HFLPhilly.onmicrosoft.com to @hflphilly.org, for yourself and any users you've already added to Office 365,

Add users to Office 365
Add users that you want to have @hflphilly.org email addresses.

Complete the process

MNW DO

After this step, you can start sending and receiving email in Office 365 with your @hflphilly.org email address.

| back | Start step 1 Save and close

Figue 8.4 EEO DAGCA OEI xO Ui 6 OEA OOAPO T AAAAA OF 11 6A Ul OO
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Update existing Office 365 email addresses

Now that you've confirmed that you own the domain, let's update your email address from
@HFLPhilly.onmicrosoft.com to @hflphilly.org.

Select the users you want to update.

- Current email address New email address

Tamar Granor (this is you) Tamar@HFLPhilly.onmicrosoft.com Tamar@hfiphilly.org
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Add users to Office 365

Do you want to add users now?

Yes, | want to add users

@ No, I'll do it later

Note: You have to add everyone who already gets email at hflphilly.org. Why is this important?

back ‘ next cancel

Figure 10. Use this page to add additional users, or jushooseNo to proceed.
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need to do some work with yourdd AET OACEOOOAON OEEO OEIi Ah EOS
name servers. Follow the directions provided.
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page.

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

Sorry, your domain's DNS records aren't updated yet.

Sometimes DNS changes can take up to 72 hours. If you've already made the following updates, wait a little while and then try checking again.

Name server 1 ns71.domaincontrol.com ns1.bdm.microsoftonline.com

Name server 2 ns72.domaincontrol.com nsZ.bdm.microsoftonline.com

If these updates aren’t correct or you haven't made your updates yet, you can go back to make sure that you created the record correctly, or try again to see if
the record is ready now.

a I'll check lat
B - R

Figure 11. After you change your name server settings at yosulomain registrar, you can check whether the
AEAT CA EAO POIi DACAOAA8 )& 11 0h Ul 0811 OAA OEEO DPACAS

The Admin panel

The top of theOffice 365 main administrationpageincludes a menu for the main

components of Office 365this whole bar across the togdshown in Figure 12) is called the

suite bar. Inthe figureh A 1 EOOI A AAOAO ET AEAAOAO OEAO xAB80
page. Next to the menu is the name of the loggéd user; this is a dropdown thatchanges
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1] Office 365 Outlook Calendar People Newsfeed SkyDrive Sites ==+ Admin [EEEMEIRCICUNTEECINE o B d

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

Gy Tamar Granar -

About me

Sign out
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Figure 13.4 EA OOAO
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 8&ngs. Choosing that option opens
a page showingyour set-up, as inFigure 14.

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



] Office 365

Office 365 settings

me

tamar @tomorrowssolutionslic.com

software

Install and manage software.

password

Change your password.

contact preferences

Manage how and why Microsoft Online Services contacts you.

language

English (United States)

get started

View the get started experience.

Outlook Calendar People MNewsfeed SkyDrive Sites == Admin

First name:

Tamar

Last name:

Granor

Pheone:

Mobile phone number:

Learn more
* Alternate email:

tamar @thegranors.com

Why not?

Address:

City:

State or province:

7IP or postal code:

Country or region:

us

Unique identifier

Tamar E. Granor

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

Managing the company

)y £ UT 08 OA O Edk thé\dficee3pFEratalatiarOthedvianageyour organizationd
section at the bottom of the Admin page lets you corat 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.
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sure what non-administrators see here.
Controlling your organizationdés settings

Clicking OManage organizationwide settingsdin the Gervice setting®section shows a page
(Figure 15) that lets you control what others users can do.



] Office 365

©

Outlook Calendar People Newsfeed Skyl

service settings

email, calendar, and contacts calendar publishing

. . i Let people in your com pany share their calendar information using a
Manage company-wide email, calendar, and contact settings. public URL. Learn more

oN I
sites and document sharing

Manage your public website, team site, and external sharing settings.

IM, meetings, and conferencing

Manage instant messaging, online meetings, and conferencing settings.

mobile access

Manage permissions for phenes and tablets,

passwords

Manage how often passwords expire,

Office 365 Community

Manage participation in the Office 365 Community.

Figure 15. The service settings page controls what users can do with Office 365. It also provides control over
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Managing users and licenses

As its text suggests, théManage and purchase licensésink in the Admin panellets you
see how many licenses of what types you have and buy more, agigure 16.

e TN N SV IRt T e VY
subscriptions  purchase services
Office 365 Small Business 1 user license 560,00 Auto-res
\M — o . . e S—

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

Licenses get matched with users. Th@\dd users, reset passwords, and moégink brings
you to the Users & Groups pagd-{gure 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 inFigure 18.



CUsers&groaps

users contacts groups shared mailboxes

View deleted users

+ search users ,O

Tamar E. Granor

Figure 17. Use the users & groups page to manage the list of users in your organization.
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M+ search users O Tamar E. Granor

¥ Tamar E. Granor
4
Reset password
email location
tamar @tomorrowsselutionsllc.com United States
licenses phone

Microsoft Office 365 Plan P1

mobile phone

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

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 Manage your website and email domair@ink brings you to a list of domains

associated with the organization, as ifrigure 19. The list includes the onmicrosoft.com

AT T AET OEAOGO AOAAOAA xdashvél adtie Gustnhddomaih®ou set O O
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 URLSs 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.
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domains

Your Office 365 account comes with a domain name—contoso.cnmicros oft.com—but if you have your own domain name already, you can use that domain name with Microseft Office 365
services too. To add your domain, click Add a domain.

If you don't already own a domain name, you can purchase one from a domain registrar, and then come back to add it to Office 365.

Add a domain | Remove | Manage DNS | Troubleshoot 4
- DOMAIN NAME & STATUS
C tomorrowssolutionslle. com Verified
C TomorrowsSelutionsLLC. enmicros oft.com Active
Adda domain | Remove | Manage DNS | Troubleshoot
L S, . A . Y Y e et Jrasey Sy P
e T e - i > B

Figure 19.The list of domainsind OAAO OEA AAZEAOI O 111 EAOI O £#OBAT I AT 1 AE1
your custom domain, if you set it up.

When you add a domain to Office 365, you move managent of DNS (domain name

service) records from your registrar to Office 365. The DNS reats you need should get

created automatically, but the?lanage DNSI ET E 1 AOO UT & OAA xEAOGB0O O
necessary changes.

Tracking Office 365 status

Clicking Orack service health and maintenanagnavigates to the Service Health page
(Figure 20), which provides information on the status of each Office 365 servidéor any
issues that have occurred, you can click the icon to see details. Tanned Maintenancé
link shows scheduled maintenance for each seice.
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service healt

I e B

current status  planned maintenance ﬁng
Last refreshed: 11:05 AM, May 31, 2013

View histary for past 30 days
|
Exchange Online =

E-Mail and calendar access 1
E-Mail timely delivery
FOPE Administration (Admin Center)
FOPE Encryption !
FOPE Quarantine
Management and Provisioning
Sign-in

Voice mail
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Identity Service +
Lync Online ~

All Features
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Audio and Video
Dial-In Conferencing
Federation

Instant Messaging

Management and Provisioning
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Figure 20. The Service health page shows status history for ea€ffice 365 service.



Getting support

The GGet help and online suppomlink in the Admin panel navigates to the Support
Overview page, shown irFigure 21. The page offers three different approaches to support.

support overview
Fix Outlook connection problems after Office 365 upgrade

top issues
® Problems Sending and Receiving Email
* Fix email connection problems
® Setup DNS and get connected to Office 365
®  Mail Delivery Failures

* Add and verify a domain

frequently asked questions
*® How to setup an SMTP relay in Office 365
#® How do | set up mail forwarding in Office 365 Small Business?
® More frequently asked questions for Office 365 Small Business
* How do | upgrade my public website in Office 365
* How do | set up Outlook for Office 3657

See more...

not sure what to s

Try the troubleshooting tool!

current service he
SharePoint

View service health dashboard

contact support
Creating a service request »
We will begin our investig

| new service request

See all service requests

Call billing and subscription su

delegated adminit

Manage delegated administraf

Search community and help )'j

popular answers

Can | change my Office 365 plan or
subscription?

Troubleshoot sign-in to Office 365
Add or delete a delegated admin

Contact support for technical, presales,
billing, and subscription issues

Have a specific question?

Get help from Office 365 community
experts.

Ask your question

View your questions

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

The left column lists frequently asked gestions.A currently hot issue is highlighted at the
top of the column. TheD 3 A A [ lihk@ti® 8dtam of that column links to the Office 365
support site, opening it with a Wiki pagedisplayed.

The center column provides more general help, including links tareate a service request
and contact information for both technical and subscription support.
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search the support site, as well as to post questions in the @&i365 forums. Those forums
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solved my problems by asking there, | have alwaygotten responses.)The link at the
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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-or many, home in Office 365 will be thearious 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 thgte bar.



Click @utlookain the suite barto handle email and tasks. ClickCalendabto work with the
calendar. ClickdPeopledto work with your contact list.

As with any other Exchange server, you can choose to synchronize widlutlook 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 onlyeig work

iIT OEA 1 O0OITTE PACAOGS8 j"A AxAOA OEAO EOAI O Uil
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 36% EAT ) 61 AO AIIOEAO\AIIDOOAOS
them all in synch, including sent messages, |knx ) 61 Al xAUO T TTEET C AO

Migrating data

If your users are already using Outlook, connecting to one or more mail servers directly,
OEAUGI I b OImhvea least ssrelof@heifdiata into Office 369.wanted all of my
stored emal, 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 foldersfrom 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 instructionshttp://office.microsoft.com/en -
us/office365 -suite-help/migrate -email-and-contacts-into -a-new-office-365-account
HA103169067.aspx The instructions alsoinclude a way to receive mail from othe email
accounts on the Exchange Server.

Working with email

The @utlookdlink on the Office 365suite bar opensthe 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 collapsedshows favorite folders at the top (the list can
be customized by dragglng into and out of it) and the complete folder tree at the bottom.
4EAOABO Al O A ABGOOI T jARGWDKDAwItABsRDi 1 ADIA OO EA x OF
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

(* new mail

Favorites
Inbox
Sent Items
Drafts

Qutbox

Tamar E. Granor
Inbox
Drafts
Sent Items
Deleted Items 53
Junk Email [7]
Notebook
Notes [46]
RSS5 Feeds
SavedIMs

Spam

TASKS

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

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 yiilter based on content.

AOAB O A AcIcA) ek @f@ message§, SHown iffigure 23. Note that unlike in
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1 delete

mark as unread

set flag

| move

ignare conversation
categorize

create rule...

1 assign policy
Figure 23. This context menu appears when you rightlick on a message in the message list.

The right pane, which isby default, much wider than the others, contains the message
currently highlighted in the message listLinks at the upper right let you reply, reply all, or
Al OxAOA8 '1T AT TEPOEO j0806qQq 1 ETE IFrpkd2. A | AT O

EPLY ALL = FORWARD

delete

categorize

mark as junk

open in separate window
print

create rule...

assign policy

view message details

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

Be aware that, as far as | 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 newmessage click the New Mail link inthe upper left corner of the page. This
changes the right pane to a new messagEgigure 25). The From dropdown lets you decide
which email account tosend from (if you have multiple accounts configured).

When you start typing in the Toline, matching items from your contacts appear, as in

Figure 26. You can just choose the one you want. Altern@iA 1 Uh UT & AAT Al EAE
end of the To line to open a page showing your contacts, as Figure 27. You can then

navigate through that page, or search in it, to select the email recipient(s). The rightrgaof

that page, not shown in the figure, displays details for the currently selected contact.
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From 7 tamar@toemorrowssolutionsllc.com

To +
Ca

Subject:

| calibri ~|l2~] B T U = 1= % A v

T R W W WL PR

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

Tao: ﬂ

Co Tamar Granor ¥
Subj

b | tamar@tamargranor.com

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

« 0K X CAMCEL

Tm
search people jol
all people groups

> MY CONTACTS EY LAST NAME

Figure 27.You can also choosemail recipients from your contact list.

On the contact list page, you can click links to filter to only people only groups (that is,
distribution lists). You can use the dropdown on the righ{Figure 28) to sort the list.
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*f BY LAST NAME ~
£ first name
last name
cormpany
home city
work city
g recently added
é display name order  F

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.

/' TAA Ul 06 6A OAI AAOAA OEA OAAEDPEAT OO A& O OEA i
The Cc line lets you specify people to be copied dmetmessage in the same ways you can

choose the recipients.

4 My Contacts
Contacts
4 Other contacts
Philly VFUG

Suggested Contacts

4 Directory

Offline Global Address List

Connect to social network

Figure 29.4 EA DPAT A OEI xET ¢ 1 OEAO Ai T OAAO &1 AAOO EO EEAAAT |
displayed.

AsFigure 25 indicates,something that looks like atoolbar provides formatting capabilities

£l O OEA |1 AOOGACA AT Aus 4EA AEAOOIT AO OEA AT A
options appear, as shown irFigure 30.

The links above the messagéshown in Figure 25) let you manage the messag&eyond

sending or carcelling the message, click Insert to add attachments. The ellipsis dropdown o
(Figure31q 1T AOO Uil 6 AAA A "AA 1 ET Ah OAO OEA 1T AOGOA(
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Figure 30. This toolbar lets you format your message. The dropdown determines which formatting options
appear on the toolbar.

save
I show bee

hide from

check names

set importance

switch to plain text

show message options...
R T 1T = = ak

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 pag€lt looks like one window overlapping another.)

One very elegant feature of the interfag 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 @tnue Editing link (Figure 32) to get back to where you were.

7EAT Ul 68 OA 1 ihdrefakela Couple©f edvdispeEific item&on theSettings
menu in the Office 365suite bar. (Bet automatic replie®navigates to a pag€Figure 33) for
setting up Out of Office message€Display settinggdetermines the layout of the Outlook
page. The Display Settings pané&igure 34) opens from the right edge of the browser. The
I ETEO O AAO OA E Qifieredt Bettiips yoDdan ngaiagerigh-&34 shows the
choices for the message list, whil€igure 35 shows options for threading conversations,
and Figure 36 shows choices for the reading pane.



search mail and people pel Something

all unread tome flagged X DISCARD
DRAFTS TTEMS BY DATE v Draft] This message hasn't been sent.
+ Tamar Granor (tamar@theg x> Saved on: Thu 6/6/2013 11:51 AM
Something 11:51a
Testing
To: Tamar Granor (tamar@thegranors.com);
(no subject) 11:17a Testing
- P - e e N SR P ot b, e, gt

Figure 32.7EAT U1 O T AOECAOA AxAU &OI I A 1T AOGOGACA ET DOI COAOOL

click Continue Editing to go on.

@®

options inbox rules  automatic replies  delivery reports  retention palicies

Create automatic reply (Out of Office) messages here. You can set your reply to start at a specific time, or set it to continue unti you turn it off. -
account

organize email
(@ Don't send automatic replies
groups (©) Send automatic replies

site mailboxes Send replies only during this time period:

- AM [+
settings
phane -
block or allow Send a reply once to each sender inside my organization with the following message

:
apps

s
g

B Microsoft  £2013 Microsaft Corparation  Leaal | Privac Communit Feedback

Figure 33.91 O AAT OAO Ob

I £ | £ZEEAAG 1 AOOACAO O1 OADPI U

O
O
(@}

v OK » CANCEL

display settings

message list conversations reading pane Qutlook Web App version

Layout: Preview text:
'@"3' Sender name on top '@"3' Show preview text
(©) subject on top () Hide preview text

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



message list conversations reading pane QOutlook Web App version

Layout: Deleted items in conversations:
l._é__l.l Mewest message on top '._é__l.' Show deleted items
l.:..l Oldest message on top l.:..l Hide deleted items

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

message list conversations reading pane Outlook Web App version

Layout:
._9__,- Show reading pane on the right
._:__. Show reading pane at bottomn

() Hide reading pane

[] Apply to all folders

Figure 36. You can determinethe main layout of the Outlook pane by clickg the Reading Pane link.

Working with tasks

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



folders and can be collpsed. AsFigure 37 indicates, the task list can show flagged email
items as well as tasks.

(+) new task

Adv: T~
My Tasks

Flagged Items and Tasks

Tasks

Figure 37. The left pane in Tasks mode shows folder$he selection therealso 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. InFigure 38, all active tasks are shown in reverse chronological order.

all active overdue completed

FLAGGED ITEMS AND TASKE ITEMS BY DUE DATE

___________

BEYOND NEXT MONTH

v FoxRockX column (2 XM
Tuesday, October 01, 2013

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

The dropdown above the list, shown irFigure 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 detailsdr the currently selected task, as ifrigure 40. While you
can modify the reminder and the Mark Private checkbox here, use tiiEdit6link to switch

to a full edit mode, show 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 widémails,
OEAOAGO A xAu O1T 11 06A OEA OAOGE AAEOI O Ol

A

OA



ITEMS BY DUE DATE =
SORT BY

+ due date
start date
status
subject
attachments I
importance

type

ORDER |

L rn

oldest on top

+ newest on top |

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

FoxRockX column
# DT [¥] COMPLETE ===

Due: Tuesday, October 01, 2013

Status: Not started
% complete: 0

Start date: None
Priority: MNormal

Date complete:  None

Companies: MNone

Owner: Tamar E. Granor
Total work: 0 Hours

Actual work: (0 Hours
Mileage: Mone

Billing: Mone

¥ Reminder

| Tue 9/24/2013 ~| 200AM  ~

[ Mark Private
Repetition: Repeat the task Day 1 of every other month effective Tue 10/1/2013.

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

v save X DiscarD [ INSER

Subject:

FoxRockX column

Due:

Tue 10/1/2013 show fewer details
Start date: Date complete:
None MNone
Status: % complete: Priority:
MNot started 0 Normal

e i I I

Figure 41. Clicking the (Editébutton in the right pane switches the pane to lelyou edit the details br a task.
To add a new task, click the New Task button at the top left and fill out the form.

/ AAT U hs nddathdklidik in Task view to return to email. Instead, you have to click
the Outlook link in the suite bar.

Managing your calendar

To open yaur calendar, clickdCalendabin the suite bar. The Calendar has only two panes,
though the right panesometimeshas two sections. The collapsible left pand-{gure 42)
showsone or moremonths at a time.(The number of monts you see is controlled by the
position of the separator bar between that section and the list beloywClick on a date and
the right pane switches to that date. If your organization has multiple users, ¢left pane
also lets you indicate which calendars othethan your own should be displayed.

The right pane offers multiple ways of looking at the calendar itself. By defauit shows

you an entire month, pus the agenda for a single day, as Figure 43. The month
AAAOAOGEAOCEITO 1 AO Ul O NOEAEI U 1T AOECAOAN EBOO
link to return to the current date.

The links at the upper right let you change the viewkigure 44 shows the result of

AET T OET ¢ OAAU8Boe )1 OEEO AAOAh UT O OAA A AARAOAE
of days available for navigation. You can see Monday through Frid@y whatever range

Ul 08 OA OAO AQCAWEMREIXITEE & ARE QdEweekAyichobsing O OEA Al
O x A A E hgurd 45. Bbth of these views let you navigate a week at a time.
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1 AUGUST 2013 4
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1 2 3

4 506 7 8
11 12 13 o 15 16 17
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[t=]
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25 26 27 28 29 30 31

SEPTEMBER 2013
s M T W T F 5
1 2 3 4 5 6 7
8 9 10 11 12 13 14
15 16 17 18 19 20 21
22 23 24 25 2% 27 28
29 30

MY CALENDARS

+ U Calendar

OTHER CALENDARS

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

October 2013 day work week week month
«an feb mar apr may jun jul aug sep oct nov dec » gototoday [5]SHARE &= PRINT
SUNDAY MONDAY TUESDAY WEDNESDAY ~ THURSDAY FRIDAY SATURDAY FRIDAY, OCTOBER 18, 2013
25 3C Oct 1 2 3 4 5

Southwest Fox/Xbase++
4 days

10:00a Thor session
1 hour 15 minutes

3:30p Office 365 session

6 7 8 9 10 il 12 1 hour 15 minutes
IAJFL Conference
13 14 15 16 17 18 19

Southwest Fox/Xbase++
10a Thorses  11:30a Thor

3:30p Office

20 21 22 23 24 25 26

Southwest F
8:30a2 Office

e, . R = JU—— P
e o

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



WEdneSday, October 16; 2013 day work week week month
«sun13 monl4 tuel5 wedl6é thul7 fril8 satl9 » gototoday [S) SHARE W PRINT
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8a
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10a
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an appointment, shown inFigure 46h ADDPAAOO8 4EA ' OOAT AAAOG 1 ET A
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 userghe

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 appointmengsrst, if you
click on an appointment in the @lendargrid, a window pops up showing the details, asin

Figure 47. The same window pops up when you click on the item in the daily agen@sE A O 0 O
shown with the monthly calendar.

#1 E A Bvedapphgvindowsd EAT T ET OEA OPDPAO OECEO &I O A
appointment, shown inFigure 48. Alternatively, click the Edit link to open an editing

window for the appointment, like the one inFigure 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 getto choosewhether to edit this occurrence or the series; that menu ishown in

Figure 49.




























































































































































