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Chapter 2 mseunIms 191 Microsoft Office 365 Business Plan
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Office 365 Business

Premium Trial We | CO me,
Let's get to know you

| Thailand '|

This can't be changed after sign-up. Why not?
Step 1 )

About you

Step 2

Create an ID

Step 3

You're in

\ __J - 'L - i ;\ o
5. AMuueTewed Admin user, Password Lay Domain

Office 365 Business

UL (rcate your user ID

‘ admin ‘

‘ 0365BizPremium onmicrosoft.com l
Step 1 v
About you v admin@0365BizPremium.onmicrosoft.com
Step 2 o
Shep [
Step 3
You're in Nex‘t @

6. naNLLAsINIANYT e SMS iy

Prove. You're. Not. A. Robot.

@ Send text message © Callme

(+66) ¥ Fhone number ‘

Text me ®

7. adameassldiidniizeusaes
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Save this info. You'll need
later.

Office 365 sign-in page
https://portal.office.com

Your Office 365 user ID
admin@0365BizPremium.onmicrosoft.com

You're ready to go... ®

matnlFanunsasnues Microsoft Office 365

{luiallainnsndintiednnseaulaiuu Microsoft Office 365 167 https://portal.office.com

Let's make a Install Office on your PC

difference 0 03 @2 @ O

today.

Collaborate with Office Online

o o ) . @ & | i i o
amiuluniadingszuy Office 365 1lunsausn szuuazidinguiinas Update password iinaliiilaausiacinu

naslnef HALATTLIL usiaeinui ﬂmm LRIAININ A Lﬂ@ﬂu?M@NWNLL@Q mmvuummm dnuludan ﬂ?\'i
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e'®|ﬂ https://portal.microsoftonline.com/commeon/logir O ~ & & H ) Change password ‘ |

Update password

You must update your password because this is the first time that you've signed in or your password has expired.
User 1D:

marry@thaipartnerpilot.onmicrosoft.com

* Old password:

* Mew password:

Password strength

* Confirm new password:

save

Tisunsumsldusms Microsoft Office 365

duuldsunsunnsldiEnnsuee Microsoft Office 365 azilsznausing 2 Uszinnpe
1. Tlsunsu Office 365 Online Subscription

2. lsunsunnsdnl413nns Microsoft Office 365 Open

(2
o

Huaviden fail
1. Tisunsu Office365 Online Subscription
T3un31 Microsoft Office 365 Online Subscription (MOSP) Aa Tilsunsuid@nl13n1suuy Microsoft Volume
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Fasniaiiniiznnseeulalidin il lune i inalavesessns

1lseTemivaalilsunss Microsoft Online Subscription Program (MOSP) l#uA

® A u1snvAaadMnaudae

O MOSP ayry1a W lHau 25 Aunaaesldenulfidunad 30 5u
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311@33@quLammmmﬁj’mﬂﬁﬁﬁu Microsoft Online Subscription program:

http://www.microsoft.com/licensing/online-services/overview.aspx

2. Tdsunsumsn 1913 ms Microsoft Office 365 Open
n191 1413019 Microsoft Office 365 Open M lHignéAanunsnaa@nsnisidnl¥usnns Office 365 i1y
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funuanuing daiiazinliigfuauuuaiiniang Microsoft Open agudnane Office 365 1 ingnzianndaaenaiding
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Uszaunisailun1sdsda Office 365 Open Program
dszaunisndlunnsdsie Office 365 Open Program azutingugnén il 2 szinnae

1. ngugnAlua (New Customer)

Updated Process: Customers purchasing only Office 365

Ordering and Tenant Creation Office 365

welcome mail Admin Portal

2. naNgnAsiasnissiaant (Renewal Customer)
Updated Process: Customers renewing only Office 365

Ordering and T T T e Office 365

welcome mail Admin Portal
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1. NANANA MUNNARINT5TER Microsoft Office 365 Uszinninel

Q U

' v o

2. nyuanANIARINISAaane Microsoft Office 365 UszLnnihias
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y dl’l A @ A % ¥ s v A ' o Y 14
N9rUIUN19IANTa LHALRTATU LT @31@@&4@“"\\1Lﬁ]’ﬂuN']uiﬂENQ"ll’]ﬂ (Reseller) LL@Z@lﬂﬂ’]sluﬂW?

Activate 1U5n19 Microsoft Office 365

g1 visagninaan “here” a9azlileiaiuma Volume Licensing Service Activation (VLSC)

¥ Erroa

H Microsofi Violume Licardsing

Tt Bfakrkam.com

Welcome to Microsoft Valume Licensing

Plssas click hare to gt rtarisd with your online ssrvice.

FEGELET B BCESE YO SRR

For msirimnoe, seleci the Condont os bnk or contact your Microok pariner,

Thark you for being s Microsod customer,

We're genading you this mesge bacsne you're ligied ss the online sdminisoion ko the
welume boensing agresment thai yeaur onganiration resensly sgred ssth Moo,

¥ you mech 0 manage ol of your viduime osnging purchaess, induding onbne sersis and
goltmyre purchases. pleais st the Meomoh Volume Licensing Sendtoe Cenner. The Wolume
Licensing Sareioe Combe SRS UBETs O1 (W01 DOgRATNTIn N0 SE0unely view yOur puechane
agremerms s other inlerrnageon, vew wodume boersing oegers, dossebood somwane, and mch
mie, H yaodl hawe not used the Volume Liceradng Serdoe Cemer befoee, you willl need 1o

. _
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Microsoft Volume Licensing Online Service Activation

@ @ https:fwww.urlcom

B® Microsoft

Volume Licensing Online Service Activation

You have selected the following agreement to manage activations:

LICESMING 1D AUTHORIZATION # ORGAMIZATION
4545444 123415 Fabrikam

Provide an organizational accounto
(@) Ihave an account for my organization to use

@ | need to create a new account for my organization to use
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B® Microsoft
Volume Licensing Online Service Activation

Youhgwe selaiad the folceaing agreersniio rmonepe sdivgilnm

LICESHINGID ETHOREATION » OFGARITATION
e 123475 Fabrikam

Provide an organizational accounte

Create a new organizational account

+FRGT HAME +LAGT HARE

I Taikz | I o |
+ OOUNTEY " LEpATLADE

I Unibad Stabm vl | Eneglzh - |
ML ADTRET T OMIAMIZATION HAME

| vl abeikam. o om FabnikamAazsarch

' GOHASEY PLALE

(A PR ... ... i | (R —————

(1t g
| oy | s camarasatoom
+ CREATE PALIWORD + AR PALTNCAD

_____ ._.-I P meti hass &1 ks & charscwn
I | I | “u nred consis b s twa of B Ralawingr
| MBI W TS | e S WETHERE

©

b4

S Y o o 4 =
D1UINAFABINNTTAUILNNLAN N8 UN17d4319 Organization Account 28817 A1N1T0ANE

q

'
a

WNLAN IR http://www.microsoft.com/en-us/download/details.aspx?id=44946

A o ~ z A o . Y v A =
LHANTINNITANINCLLWLATALTELTDE Qﬂﬂ']’&']lﬁ?ﬂ Sign In mm@gammmzmﬂum

BE Microsoft

Volume Licensing Online Service Activation

Wauhgee seberned the faloeaeng sqieersviio mow g s s gt g

LICESHING 1O LTHORIEATION = DRGAHIEATION
4595888 123413 Fabrikam

Provide an organizational accounte

0 Faimriemrs sesmuml v ermatacl Win'va nant o conf ito e rom.

To view wour activations, we need you to sign-inwith your organizational account.
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Sign in
Sign in with your organizational account

someone@example.com
CTTYYYYYY

] Keep me signed in

Can't access your account?

Customer |
E}:l m -

Create

© Microsoft 2012 Legal Privacy Feedback

fnunasdnsesnmetlullsunsu Open License Auaznuiuniineaauniudennas (Terms &
Conditions) AnUiRNINNEUANAZTINNIS Activate 1sn1s THiRNWTaANT89A LATIAEN | ACCEPT
fnmnaulilieglulunsn Open License visaiyanalusssnszesnulinandannas (Terms &

£

Conditions) nauniinil Ansazlmiuniihdennasi grannsadnnhldsduneuls

B® Microsoft

Volume Licensing Online Service Activation

You will need to accept the following terms and conditions for your Open license to activate your Online Service(s).

Open License Type: ¥ Country of Usage: | United States v|  Langusge: | v [ Daplay |

Open License Agreement i

This Microsoft Open License Agreement is between Customer and Microsoft Licensing, GP and consists of: (1) these terms; (2) the Product List;
and (3) the Product use rights. If Customer's organization type is not of a business, then the qualifying government entity form is incorporated
by reference and may be found at hitp.//www microsoft com/licensing/contracts

1. Definitions.

The following definitions apply 1o this agreement

“Affiliate” means (1) any legal entity that a party owns, that owns a party, or that is under its common ownership with a party within the “Defined
Ranian® ar (2) with ranacd in Custamar i it ic a t antity anu antity that maats tha aualif ! reitaria lncatad at

Type your full name in the text box and ¢iick the | Accept button to agree to these terms and conditions.

Your full name: | | ACCEPT
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gnAnazlieaniin Activation Page THinmuman START ACTIVATION

B Microsoft A
Volume Licensing Online Service Activation
Activate Online Service Orders
Office 365 -
Order quantity
Order date Service name (seats, units, etc.) Product key Order status *
21-09-2014 22:47:00 gT‘r;ss PlanA3 Open ., 12345-12345-12345-12345-12345 Start Activation
{1
K )l < ° p i 3 5 . items per page Displaying items 1-1 of 1

o Are you looking for license keys or downloads for other Microsoft Volume Licensing orders?

License keys and downloads for Volume Licensing orders (other than online services) can be managed at Volume Licensing Service Center

* Updates to order status may take up to 24 hours

sruuaznINgld Product Key 8mluad®d liaan Next

activate online service

F thy Asked Questions | Get Support
The product key below is for your current arder. requently Cuestions | uppc
Office 365 Proflus
Finsiact e 35 user Bcenses 1 year subscnpbion

smnx—xiszx—xx:l.iz—I.Elzxx—x?aﬁl | © 35 user licenses

o




Page |24

anNANAINIID Activate 1FNM90BUlAINILN

i Office 365 Admin

activate online service

You currently have 35 user licenses for Office 365 ProPlus with a subscription end date of Thursday, July 16, 2015.  The product key below is for your current order.

& Add 35 user licenses and renew the subscription to July 16, 2015
Renew the end date to July 15, 2016

How is the end date calculated?

navaaaudoyalignéie nsanizanunlamusimanaalyl uaziden Activate
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Wiaandausn wazaan Next

#=  Office 365  Admin

redeem product key

You currently have 35 user licenses for Office 365 ProPlus with a subscription end date of Thursday, July 16, 2015. How do you want to redeem your product keys?

® Add 15 user licenses and renew the subscription to July 16, 2015
() Renew the end date to July 15, 2016

How is the end date calculated?

| back next cancel

winlilguiin Office 365 Admin Portal uazhiliufiu Subscription liVeRIIAABLILNAY, AU IALTUS,

TUNNABE WATRU

] Office 365 we  Admin [RENCRAC I

DASHBOARD SUBSCRIPTIONS

P

SUBSCRIPTION QUANTITY COST TERM END DATE PLAN OPTIONS

Office 365 ProPlus 35 user licenses Product key Expires August 1, 2015 No options
Renew learn more

resources

Learn about managing your subscriptions
Learn about assigning licenses to user accounts
Optional privacy and security contractual supplements

?

~

v

&% Microsoft  ©2014 Microsoft Corporation  Legal | Privacy Community | Feedback
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mauil Office 365 1avAlALanIR Bl WA lUsNAMANIG Activate TiRaINsawanans iU ldeu

1B9AU

moutiAninTan luLEnseenlarl Microsoft Office 365 wia

J Office 365

DASHBOARD

o

Explore & Users

Personalize your dashboard

One click on any tool shows the options.

1 L

o[ @
$ users unlicensed users

Billing

.-.... Add a user ? Reset password

>

Billing

35

licenses available

' purchase

o Message center

Upgrade to the latest version of Internet
Explorer
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2.2 ngugnndesmsseeig Microsoft Office 365 isziamiea

o

n3vLnuNsdsTe Waladazeufes azlfawduianauiulieasune (Reseller) uazgnanlunis Activate 13n1s
Microsoft Office 365 194 ém’m Md":’a@]n Arman “here” aazlddaiuina Volume Licensing Service Activation

(VLSC)

H Microsaft Viokime Licersing

T tao sk nkcam com

Welcome to Mlcrosaft Volume Licensing

We're sengding you this message becaine you're lisied as the online adminisiaios for the
wolume boensing sgresment that your organtraticn repenily sgred sith Migrmoft,

Plsasw click hare to get staried with your online service.

# yows mish o manage 38 of your volsme liosreing purchases, induding onbine pereoss and
olteare purchases. phedts vist the Mooh Volume Losrsing Senios Temner. The volume
Liensing Servine Comber Alews USers a1 000 DOgendration [0 seounely view your paechons
agreemerns and other nfirmranon, wiss wolume koering ooders, dosnlosd sofmware, and miich
e, H il haww non eed the Volume Liceraing Serace Demer betoee. you will nesd 1o

SEELET I BIOESE YU SOPEEMENTL

For meshisnce, select the Condort ue link o contact your Mookt pariner,

Thank you for being & Microsol cussomer,

a o o

A o d Y  a . = v a 9 a Nao oA P =< 9 Y o gqu
LHAHINEVTRYNATARNAIABLNANNNITL nﬂmi‘umﬁ‘hm‘msTmmmmm@ﬂlumﬂﬂ ﬁﬂﬂqLﬂuQﬂﬂquﬁJlﬂL@‘ﬂﬂ

Existing Customer

Micresoft Volume Licensing Online Service Activation

@ @ hitps:/Awww.url.com

B® Microsoft

Volume Licensing Online Service Activation

You have selected the following agreement ta manage activations:

LLICESMING IO AUTHORIZATION # ORGANIZATION
4545844 123415 Fabrikam

Provide an organizational accountc
(2 Ihave an account for my organization to use

@ I need to create a new account for my organization to use
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gNANEINITD Sign In AoediayaresesAnIueIAn

Sign in
Sign in with your organizational account

someone@example.com
CTTYYYYYY

] Keep me signed in

Can't access your account?

Engage

Customer /..
e |

Create

© Microsoft 2012 Legal Privacy Feedback

gnAnazlieaniin Activation Page THinnuman START ACTIVATION

Volume Licensing Online Service Activation

Activate Online Senvice Orders

Office 365 (CrEASCEMARIOM. crsctp nat] -~
Cars 2o e L :m Sl o ey LN CHl
1RO -\:Jf'l‘.:-l:ﬂ?m&-l Hpan Fr g AT - TR KRS - T - FENCTT A chwwbon
]t ] mﬁ"ﬂv r TRALTE - TR - TWRg - TR T e e P
11 s 155 B Bl £ AN TTE - KT TR - TR EX- THICTT L Aciwewtan

Sriadeves. Cipss
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srUUAsNINT 14 Product Key 851l liiaan Next

4]

anAnaunIn Activate Usnsaaulaiiiug

it Crihice 365 Adrmin

# t i P
dClivale O 12 S2VILE
td gom B e b v R s T R e e - Feafipy Ullioieer 85 %
& Sod & uner boermen 8 - Sowrmber £ JOTS

Maara 1, A0S
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navaaavdoyaliignéie naanizauulamusinanaely uaziden Activate

everything look right?

'.-I.I"\.J AT oy iy e

MEa BTN Sl A0S Fefwada

aen Assign Now

& LICERSES

D M 1 Ediganiie BL g S0 s T D :
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=
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i
¥

[Ty e

Brac bt

-« =

- .

a o ar
FTULATAIDLNAEI UL



Page |31

Microsoft

Coparsimries; Denammarmn De Janog & TE0CEg
Demmaing CriaS ENaRe oo et

Oy Masmlbgr 220 0602 3747 - - TR

Fraject Pros for Qifice 245 for Saieers 17 Lo

i sporecmie pour Buwrens, snd ook foreerd D prowseg oniiee senecen el et yow
EETL L,

Smcarey
Tt Bdcroncft Orire Serece: Tesm

Tho. & 2 Trordiciory wreE comvmumesine. Tl o cori! ot e ol
e sfes Sy fure

vinldguiin Office 365 Admin Portal wazliiuiin Subscription liamsaaaauunay, AuawlaEus, Ju

VNABNE LAZEW]

] Office 365 vee  Admin EEETGRETERS & ?

DASHBOARD SUBSCRIPTIONS

Jo)

~
SUBSCRIPTION QUANTITY cost TERM END DATE PLAN OPTIONS

Office 365 ProPlus 35 user licenses Product key Expires August 1, 2015 No options
Renew learn more

resources

Learn about managing your subscriptions
Learn about assigning licenses to user accounts
Optional privacy and security contractual supplements

»

v

&% Microsoft  ©2014 Microsoft Corporation  Legal | Privacy Community | Feedback

muu Office 365 m@\‘mmﬂm uanganuaulaLiusludfia m‘VﬁﬂW? Activate mmmmm LL@ﬂ@"If;IaLﬁﬂ‘]_INeL‘IN’]u

1B9AN

noutiAninanlfauLEnseenlar Microsoft Office 365 wia
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quick start extend your setup

msiiiu Partner of Record

o o

Partner of Record ﬁ‘iuﬂuﬁwmumualumugjﬁw ANTIEBER KA TIElTUIN1T (Subscription

(% (% . . . o o ¥ a = . ¥ A
Dashboard Reporting) tuaudstdaugnen Online Services Advisor fee au1Inlg ldanunisdadniignlduinig

TAUATIHIWIULYINTN mssﬁa‘ﬁmsLmJN§mﬁ’m€ﬁmu@;@T’m:vl,sjamﬁni%mu Online Services Advisor fee 'lé Partner

of Record mmmLﬁwvlﬁvl”dmi%aﬂmslLmJwﬁmn”mwirmu@;ﬁwLm:ﬂﬁ%aimmamuﬁu Partner of Record 3¢@ad4

NI Lﬂ/ﬁvlﬂluﬂﬁiLﬁWl“ﬁ/U%ﬂﬂ‘iLLGiaxLLUUﬁLLa@d‘U%i’] Elﬂ’]ilu%‘l:l;’] license

snafidasiim iy Partner of Record fia mMigdaanIntisquaszuurausmisluiaimadaing, n13
TIURRDNIIFIWNARA TN DIV waaulwA1IE1521Ue28 wn'kila Partner of Record mw%ﬁ'ﬂ@;ﬁwﬁlﬁﬂ%mi

maazvl,sjm'mﬁaaﬁﬁadgum:uwaamu

Tasdauaan adsialilh


https://mspartner.microsoft.com/en/sg/pages/solutions/office-365-payments.aspx
https://mspartner.microsoft.com/en/sg/pages/solutions/office-365-payments.aspx
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1. AanN “licensing” lunas: ”a;jml,m Office 365 Business LRan& 484 subscription \NaLN Partner of

Record

Drifnok  Calendar  Penple  HNewnfesd  Sorae  Stes .-

TE&RA ERD DWITE

licensing

2. adnluna “add” fiagldauastayage (partner information) UudUINTBIIG

U

subscription details

65 Midsize Busines: payment details
Payment method: Product key

status:  Expires Februsny 10, 2014
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& > a_d

. o o =g il 5 v
3. 1Jau Microsoft Partner ID VOINH I@]mumagaummn Partner NQUIANAA ARNNUN “check ID” L2

q q

a_d,

ﬂaﬂﬂﬂ‘&] “OK”

partner information (optional)

Subscription advisors are authorized Microsoft partners who can help you with purchasing decisions
and advise on Microsoft Online Services. If you have a partner that you work with, enter their Microsoft
partner code to associate the partner with your subscription. Selection of a subscription adwvisor is
optional.

Microsoft partner 1Dz

| HHHHK '

By continuing you agree that Micresoft can share your ongeing contact and subscription information
with this partner. For more information, please review the privacy notice.

ok cancel

Partner of Record gniaalasnunisiznlzu3nas Office 365 laudd1uuy MOSPA azausnidniia
M lFusnsilusenuuaasannue Office 365 #W3UgAn (Partner Dashboard Reporting) l@sudiwnsuds
\Aounnadninainsanagnen uazlasuAnssTuilen partner of record mngnﬁ”ﬁLﬁumsmﬂ“ﬁu’%mﬂﬂﬂ@m e

winsAan sk ugd azldldsudnsssuiloy online Services Advisor

subscription details
Lad
Office 365 Midsize Business payrment details
Payment method: Product key
Status: Expires February 19, 3014
service usage address
4388 Alexandra Road
30 uzer licenses Add Unitd-0%, Alewandra Techno Park
Singapore 420833
wdit

pariner information
Test MOSPASD

Faid
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Partner of Record ﬁgmﬁulumn"ﬁﬂ"ﬁﬁ%mwaqgnﬁwﬂﬁ%‘uﬁmaLLﬁTﬂLﬁau'j’lﬂﬁﬂﬁgmﬁwL“JT']"LUM

Partner of Record 1380388 Wa7

congratulations! You've been added as 2 subscription advisor | Yiew this email in your browser

APOC BIOS Test has added you as their

subscription advisor M ic rOSOft

We're pleased to inform you that APCC BIOS Test has added you as a subscription advisor on their
Office 365 Midsize Business subscription. Please contact APOC BIOS Test to help them with their
services.

Contact Details:

Organization Name: APOC BIOS Test
Service: Office 365 Midsize Business
Subscription Start Date: 2013-02-03
Subscription End Date: 2014-02-05

Address:
438E6 Alexandra Road
Unit04-09, Alexandra Techno Park
Singapore
423833
SINGAFORE

65-64178325
Sincergly,
The Microsoft Online Services Team

Microsoft Carporation | One Microsoft Way Redmond, WA 92052-53598

This message was zent from an unmonitored =-mail address. Pleazs do not reply to this message. M' ft
Privacy | Legal Ic roso
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v { & 6 1

{ A o v Qq: = q, Y ¥
M3tUasw Partner of Record mmmsnmvl,@maﬂmﬁéﬁaﬂmmamwammsnmuﬂm #I0TOATI

U
2

Hiwdu Idgndrastardnlslunesiadgua Lian “license” uazAdN? subscription Jau MPN ID 183
Partner of Record 114 tdavinn151Uasu Partner of Record a2 Partner of Record Aauniinftazlasudiua

LLﬁT@Lﬁaudwgﬂ@Tﬂ@Tﬁwmiﬁm Partner of Record L&

Confirmation Motice: apoc bios pte td has been removed as 3 subscription advisor. | View this email in your browser

APOC BIOS Test has removed you as a

subscription advisor M ic rOSOft

This message is to confirm that at the request of APOC BIOS Test, apoc bios pte Itd has been
removed from their Office 365 Midsize Business subscription.

Contact Details:
Organization Name: APOC BIOS Test
Service: Office 365 Midsize Business
Subscription Start Date: 2013-02-05
Subscription End Date: 2014-02-18
Address:
4388 Alexandra Road
Unit04-09, Alexandra Techno Park
Singapore
423833
SINGAFORE

65-64178325

Sinceraly,
The Microsoft Online Services Team

Microsaft Corporation | Ona Microsoft Way Redmand, WA 02052-5399

Thi= message was sent from an unmonitored =-mail address. Fleaze da not reply to this message. M' ft
Privacy | Legal Ic roso

Y
nMaun

fnsuluunit nylduusinnmIsgasmimasaslsusnig, madnlnuasinsn swdeldsunsunslausms
289 Microsoft Office 365 wazn19dnn198nssne duiuluundall azidunisfinss Office 365 Business lu

LATENTRIATALEN
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Chapter 3 anna Office 365 Business

Office 365 Business (unitsluu3nsuas Office 365 (FININAVUHUNNT MUY Office 365 Business

'
a

. . = @ . ] . . o o
uaz Business Premium) S3sun3nldau Office naigusnga lassauldsuninluga Microsoft Office fidndny

@34 Excel, OneNote, Outlook, PowerPoint, Publisher uaz Word

Office 365 Business gjmaaﬂLLuu’Lﬁ‘Lfmuslué'ﬂwmzaawvlaﬁ waazldTunisoniaa lniigNatlainiyse

Bumnasiiia laaNnIAaaIzINnsnalnaaNIfaadan Office 365 Portal lamuanias niaazidunsfaadesiin

m3 Deployment Un@naansavilaisunis 8nne 1 1T Office 365 aun3nltsu Office 365 Business e 5

Office 365 Business miesuiu Office a1l

Office 365 Business Bunidanny Office luastuaug lasFininilann fa

Office 365 Business Aatiastuidnaas Office luudazldsunsndNiaasniniannu

L3 ¥ 1 ] Q A = =\ .
ANABINIINUIIW 13% Hardware uaz Software w19 sﬁﬂuﬂm}uuﬂa Office 2013
Office 365 Business U1347857% 32 waz 64 U@

dl a 0‘2” . . ~a g dl dl L4 ] U 1 3 6 @ ﬂq/’ U
Llataaad Office 365 Business a:@@mmmawmgﬁlmm Ta'l@lgausiniuuraereas muuﬂ’lm’m
ladndudasdaduinasiianaaasian
aunTalsialesfialunsfaaadusuwinanniniden Office via'ldld 15w System Center Configuration

Manager l#iduldans Group Policy twilaunu e

anunanaaves Office 365 Business riu Office vialy

@ '

fawiidulng wmlaunu udiidauandngmarmmsy

a £

AMNUANAIILIDIRVEAND

Office 365 Business iuninssdasuuusoiaan wiamel d1ninguenidnnisldiu Office 365
Business az¥insuiuaafliaaiviud dlirusansnidauazqianans Office 1o udhimunsnldnuiiaad
duquu Office o

mslE9m Office 365 Business §laudasiiyyd Office 365 uazdaldiuanslunisldau Snn
Q’Lﬁnm:ﬁamaﬁumaiﬁmzmﬁazl 30 7% Lﬁamwaauamuziﬂﬂ'a’l%dmagjuu Office 365 mﬂgﬂ‘ﬁmu

lailddadwimasifaiin 30 4 Office 365 Business azviimadiuaafliaes diwnnglfiudeduinesiia

e A‘

wansN3lEan Office 365 Business aznﬁ'umwmumunﬂﬂLaai’mﬁawﬁu

a ﬂq: A
anNaId LR

>

dlfuaunIndans Office 365 Business laundy 5 in3asnauiiiaaide 1 Unyfdldnu 15u Gaas

U

A Ao 2 \ o o @
LAIDINININY, LATDIRIUAINLIN 1udn

AMNUANAIILIDINITAANI
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. . @ { ' . a < . A A & ' o
Office 365 Business bMinaluladfisonin Click-to-Run lun13Giaas Office F9az@nadisinituazwiay
lgnwlanui
Office 365 { Web-based portal iglFnusunsndiaas Office 365 Business ladioautas udfminlu

oA A

& o A & aa A o =2 A A
a3anslidednits s1¥1I0A0a937UnAle laogIu1InANBILANLAN LA AT

http://bit.ly/O365BusinessDeployment

anudesmsnuguves Office 365 Business

xARBARINY Office 2013 a9ih

sdautliznay anwdainiszas Office 2013

CPU 1 GHz ﬁ?agan’hw{i x86 n3a x64

RAM 1 GB #w3u 32 {ia .2 GB &wsu 64 fia

Hard Disk 3.0GB

Display DirectX10 uazarsiniaannuazndon 1024x576 duly

Operating System | Office 2013 32 i

1. Windows Server 2008 R2 (64-bit)
2. Windows 7 (32-bit or 64-bit)

3. Windows Server 2012 (64-bit)

4. Windows 8 (32-bit or 64-bit)

Office 2013 64 da
e Windows Server 2008 R2 (64-bit)
e Windows 7 (64-bit)
e Windows Server 2012 (64-bit)
e Windows 8 (64-bit)

Browser Internet Explorer 8,9 w3a 10
Mozilla Firefox 10.x n3alwsinin
Apple Safari 5 w3alnini

Google Chrome 17.x w3alwinin

.NET version 3.5,4.0 #504.5

Multi-touch iiasann Office 2013 miuayumsldnudu Touch Screen udtminiaiashimansndile samansnld

' 6 a6 6 A a
JIBHIBLNTRLRCAEUaIAL RN ULA Y



http://bit.ly/O365ProPlusDeployment
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msanaa Office 365 Business aieauea

”mm:ﬁ'];d“l*‘ﬁmuﬁﬁ]zaﬂﬁ'a Office 365 Business 92684101 Local Administrator 28910389628 33013

1. Sign In 121 Office 365 lasadn Install now wIaynmstlasunsnnen

Install Office on your PC

I E ﬂg Hi mm Install now
Word Excel

PowerPoint Outlook CinaMote :
Language: English

Got a Mac? Sign in there to install the |atest version of Office for Mac. Change language

Or a smartphone or iPad? Set up mobile apps

Install Lync

Send instant messages, have online meetings and make calls.
Install Lync
Lync

2. l#tswRen Run

Do youwant to run or save Setup.X86.th-th_0365ProPlusRetail_0318e1e2-576b-4cf(-80bf-f8d94238a645_TX_PR_.exe (357 KB) from c2rsetup.officeapps.live.com? x

a‘ Run H Save "H Cancel

1y

3. S2UULYMAaaS

4. 185313003508
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] Office

Welcome to Office

We think youll love it, Let’s get started

=1

1% Microsoft Office lanna nonan

q

[% '
a o % al

uana1nn1sldanu Office 365 Business MansslAanyla Aldiuds deianaumisnainisnldeu Microsoft
Office 4 viu Office Online TsaznavlusaaziBenveLm SharePoint Online lunlazuuziiadadunisidam

(2

Microsoft Office 365 A3au fli

1. a1k Office on Demand
2. n19ldenu Office U iPad

3. n9ldeu Office uu gilnsniau

Inedsnsazviaan Aasallil

9 .
1. M3 1991 Office on Demand
& %3U Office on Demand fansaasudaldsunsnaanfeaas biluiasas laslidasfaasldsunsuwe labs

Avasldasudin nsldamnesud kN OneDrive for Business tdan Use Office on Demand
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[J Office 365 Outlook Calendar People Yammer OneDrive Sif
BROWSE | FILES  LIBRARY
| Search everything -0 | OneDrive @ Contoso

Documents

My Documents

Followed Documents
Welcome to OneDrive @ Contoso, the place to store, sync, and share ya
Learn more here. Dismiss

Shared with Me

Site Folders

eadetn @new Fupload = Upload

If you only have a few files, drag and
here. For maoving a lot of files at once

¥
Recent Documents O name

We couldn't find any recently Shared with Everyone  here for instructions.
used documents for you

1 2013 Contoso produc

‘ USE OFFICE ON DEMAND ‘ . ) _
Fly fishing - full article # «eo Yesterday at 9:42 A

a v A v a [ 1 A
&IIﬂiLLﬂi&ll‘ViLaﬂﬂ‘Wiﬂ&l BNAIDLILTY Lean Excel

Your Office, On Demand

E T B

Excel PowerPoint Word
Publisher Access

Want to use Office on Demand?
Ciffice on Demand is a fast and easy way to use the latest full-featured

Ciffice programs on any PC without installing them. Learn about Office
Subscriptions

@ Go back

1%a8n Run wa@aad Add on saanWNIzULAYiNNIRasN AU TunTuan MNia3adtsn wfsaiIaldnn

1aviud wadinTaldsunsy indasaasudelysunsulnidnass

Do you want to run or save office_en-us_.exe (0.92 MEB) from officecdn.vo.msecnd.net? | Run | | Save | hd | | Cancel x
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4 . .
2. M3l Office vu iPad

CRURR! Q’L“ﬁa’m iPad nawiil Office lwwianld91ufa Word, Excel, PowerPoint, OneNote waz Lync
sunInaulnaaldviufiann Apple Store ugidhwinidu Word, Excel, PowerPoint gilfaufiidu ID vastzina
A

nes Idldowduanizawinidou udrdsazanidlnaald (luauraneraiinsdsuntas Jayaduidun

http://office.microsoft.com/en-us/mobile/ )

RAUNELIEG
—_—

fﬂ:Iﬁawuvlﬁmwwz;jaﬁ'ﬂﬂ"ﬁu%ms Office 365 Business %38 Business Premium

Introducing Office for iPad

View, create, edit, and print Office documents on your iPad® with
touch-friendly Word, Excel, and PowerPoint apps. In Word, add
comments or track changes while you work together with others.
Review and update Excel spreadsheets and add formulas or charts.
Change PowerPoint presentations and project them on a big screen.
Editing and creating documents with Office for iPad requires an
eligible Office 365 subscription (see the list). See Office for iPad in
action.

2 Download on the

® B GetWord(3) GetExcel @ Get PowerPaint 3)

Want to try or buy Office 3657

For home For business

PYUADWMITT TN uad6ia 1%

1. un@8819LT® Word for iPad 1#a&ndi Sign In
iPad = 20:14 74

1T
lorem 5 |

New Blank Document Brochure Business Letter

2. NI9NBLNAVBIRIANIN MW Office 365



http://office.microsoft.com/en-us/mobile/
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Cancel Sign In

Sign in

What email address would you like to use to sign in to
Office? (If you already have an account that you use with
Office or other Microsoft services, enter it here).

When you sign in, your documents and settings are online

Privacy statement

3. lanann

< Back Sign In

Please sign in with the account provided by your work, school or
university.

Email carlosg@mecth365.onmicrosoft.com

Password eesssssess
+ Keep me signed in

Sign In

4. @aanfi Open inawsatdaana1sunann OneDrive w3aluiaIad iPad Va9t e UA

OneDrive @ Contoso

carlosg@mecth365.onmicrosoft.com Documents
SharePoint Form Templates
iPad  Style Library

Add a Place

5. Halnduazwn b lwWa lanui



SIS his ling To see what theNe

mpiesNationab PARERRas to-offe

3. Mobile App 8uq findenldauiy Office 365
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Office 365 tiuil Application snuzuweIasru N nuuazuiniusa laodaasolud
Apps @aduy unaanasy
Office Mobile aonitnianlia1allnaalu iPhone uas Android (Tagvudasidan Store 1w | Windows Phone
United State riau &1 (Windows Phone 8 a2 Built-in anl#ias Office Mobile | iPhone
mmsn@LLazLLrﬂvawﬁmnmivlﬂvLﬁnnﬁ #wsulu iPhone waz Android a:w%“aunwué’ﬁ Android
431w Office 365 Business watandiin Sign In shuiiyd Office 365 imawan
quazurluianans Word, Excel uaz PowerPoint andilafld Sawautluaian
amunianidadeluwaias PC wia Mac fld
OneNote iaanInldldsunsy OneNote Lﬁan‘f’]ﬁa‘[ﬁﬂﬁnnﬁnu Windows Phone
iPhone
iPad
Android
OWA fmnasiasunuldiu Office 365 il Exchange Online Muagd inaaniald | iPhone
1 OWA lumsas-iudiud gufjfiu iPad
Lync 2013 n'”wam’nsmaoqmﬁmsﬁmiaﬁamnflwé’n amau1InlEau Lync Mobile sntausdenan | Windows Phone

TlFnuldannnnivugdnsainnm

iPhone
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iPad
Android
OneDrive for gusanienas "lwargﬂmwﬁaéaﬁuﬂ Iannasnafoenlaisiudaigwuii iy iPad
Business Usznm 1 TB iPhone
SharePoint gansnidhisnisiadadessinu SharePoint Online s SharePoint site, tag, | Windows Phone
Newsfeed people waz document ﬁ'a@mmg iPhone
iPad
Yammer mmimﬁ’]ﬁamsauﬂmdﬁqa vl faReninemuszanluoanfalndniuun ndurm Windows Phone
Notification inififianssuaniansgaazlsieg iPad
iPhone
Mmeun

£
> '

dnsuluunit Liﬂ@ﬁ%ﬂ%jﬁ@ Office 365 Business 1n@aadinoagels nisldauludneny Office 2013

wingodua quimansaldnuldadshififym sudidnmafondus iiui@ugu Office on Demand, Office

for iPad winuugunintauy
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Chapter 4 M3 lFauiliees 1nsilu Office 365 Business

ARIINNTNLINVINNIANAI Office 365 Business N3 LTINUIIUITAIIARINY Office 2013 5aND IR L0310
1 v v [ [ 1 v ;:T ) L s 6 ;;’ v A s o [ dq, ;3/ v
Ing dlesduasiuneituniauwnind sansnsanlgldnuneisuildiniounu dmindemluoniaztiuly
' ' v A o A o, A Aa % ' o
Aailndunsdin land198aiu Office 2013 1unan FedrumunindnsneaziBoaiuduldangloniiie

Microsoft Office 2013 11211/ %%ammmqﬁagmﬂwﬁuvlﬁﬁ http://office.microsoft.com/en-us/training/

Microsoft Outlook New Features

A 1w = 3 ad 1 1
WounoNu lwFeatlalinedaaeny

valndanfimnnsiulanalnalugailaqiiu Outiook 2013 LatNuAaasdusunnmaiulndas

& ac ' & A a ea P = A = | e =  as = o P 4 o
LumLQiﬂﬂﬂqﬂstﬂuﬂﬁ?@@\?ﬂ@u LN‘ﬂlmﬂm’]NV]Nﬂ’]?W]@Nm@ﬂUTSﬁLﬂﬂ@LumL'Jﬁ\ﬂ @ZNﬂ’]i@WLmWﬂﬂHﬂ‘ﬂmﬁ"}m}@a

Ansie Tudaduesfldanson Tnedtniadenserulsduaidniiaaiunsaninlfanal

1. lalsunsa Outlook 2013 AunuEdenlLUNuiL “People” UK Navigation Bar

2. lwindetiasvesiuy “My Contacts” AANLAENT “Connect to a social network”

@ o :

FILE HOME SEND / RECEIVE
E Mew Contact x

&% New Contact Group
Delete

% MNew ltems =

MNew Delete
£

4 My Contacts

Contacts

Lync Contacts

Connect to a social network

3. lunfinsing “Social Network Accounts” taanlifiuaaianviaasifld winludminlsdaamaiiauannandun

Fasnisaaniaan Ui “More” Laziaaniil “Connect to another social network”


http://office.microsoft.com/en-us/training/

o =
RANNIIAINLTD

HOME SEND / RECEIVE

New Contact x

&; MNew Contact Group

Delete
% New Iterns =
MNew Delete
1
4 My Contacts
Contacts -
Lync Contacts
Caontacts -

Connect to a social network

Social Network Accounts
Connect Office to your online social networks by selecting the networks below and logging in.
« B SharePoint L} x
Connected as: Bryce Holmes (Implement.Com)
[ E3Facebook
O [@Linkedin
"&5 More
Cennect to another social network
R
4. dgaTaduniaznanse
5.  aanaanldf “Connect’
6. &1 Outlook anxunsoL@anse lldwarailfaenldn “Finish?
7.

fnaenameaiieuna ulndaainidialumy “My Contacts”
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panaanTalame ARG TALANNALATUN

NG, LY “Contact’ Azt lutamsenanazeslsindniingauiliendndl “Contact” fiaztlsngedeffnsialu

fuannaessalaal ianisoinendsdanainuan, el vseddmallils

Roger Harui

Paetand g uflisdra

Azocuts Princpsl, Engeren

CONTACT WHATS HEW

Calendas

Serd Erms

Social network
contact card

al
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A aa A A F) Y ~ ldy 4
LﬂﬂﬂﬂaWUWiﬂQWUWﬂTQVlﬂQWﬂa] INYALLA LU

WiaeFluddunilezas Outlook 2013 Aan1senNA TNl Outiook udatsngdeyaseaziden

1 dy
A9 AUNN

August 2012

U M NE TH FR SA

Michael OOF 8/6/2012-8/17/2012
2307M | Team Meeting
Conf Room 1

30PM | Sales Call
nference Call

Mail Calendgc_ People Task

A A =& " aa % A ' o al ] Yy  a ~
uu'\ﬂt“ﬁ!: ﬂﬂﬁ‘wuu‘iﬂﬁmiwy}@uﬂu ﬂ{]'ﬂu, Eﬂu Mim’mm’]\ij SLM@JV]HN"]JQ’HJE\?MH’]MN Outlook LAYAANAIN

Ui, aw vises1usine] 1w Navigation Bar wuiap@niaeniiAnds “Pin”

$u/aamadie Outlook.com ldheninawy

Outlook 2013 1#%119in135aFearL Outlook.com tuEesNdenIANTA8a 1N130F9A1L/76N98 Outlook 2013

1 Outlook.com e linAan e linIAINdLRaLea

1. neudufaInINIgLia Outlook.com wamtatvinau Iaantsaaniaanlufiwy “File” Tuindatas “Account

Information” 1aan# “Add Account”

Account Information

©/)  someone@microseft.com
LA Microsoit Exchange

o Add Account

Save Attachments

Account Settings

B 2l
2. lulnazdentend “Add Account” indayarauaniavinausiasnisisdinlludondnilu “Next”

Add Account (===

Auto Account Setup
Outiook can automatically configure many emal accounts,

© E-mail Account

Vour Name:

Example: Ellen Adams
E-mail Address:

Example; ¢llen@contose.com
Password
Retype Password:

Type the password your Intemet service provider has given you.

() Manual setup or additional server types

3. AANLAANT “Finish”
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UNIELWE: UAIANUBALATY Outlook.com tAgnLiiniinnilu Outiook 2013 waafldarnsnidinliiiadiualy

Outlook.com 114 Outlook(Exchange) WamuATwi LA

s
iwmmuaz‘wmmmmmﬁ"lﬁ’mmmg

Tun19979uN ULz JUrTan1319aNHNE AN a1aazfiaeiinnsgivesanineinianiulads 1y

IIUNUNNTFTENFANERLAUNS Taelu Outiook 2013 doeliiGastiiuGeiine Inaiiuniaadaningiainie

g LY V| aa < ' ' ¥ Ny o = A a 1%
mum‘lwmm\‘iﬂgmumwmﬂimmmﬂmwmimm 3 QuLLﬂzﬂ’WN'ﬁ‘ﬂL'Z\l’aﬂLN@\W]L?’W$@J@I]’1W@’]TWF]VL®

. &y Today &7y Temorrow ¥z Wednesday I
New York, NY I5°F/60°F % TT°F/61°F  BATF/64°F Search Calen
A WEDNESDAY F
a a (p Scattered Thunderstorms
27 “.°  Precipitation: 205
Q4 Fyi12; 5y Data provided by iMap See more online

al

v
o

TunsinEasnazaanInaInAS L NLNFii L NANNTURaLeatl

al
' (2 '

a A A s A ia oA Ay oA \ .
1. AANLABNVNIANATTIAINALAANLITDADTUNLAILAANLNYEIRE “Add Location”
Mew York, NY -
Mew York, NY
Redmaond, WA

4

Add Location I}

al

2. Tyt e dumn liRuiaeideduaziaeniasaanuig * wiana “Enter’ Yananini1sEun1a1u190d

sialilswalsinaldAuun lEansas

d‘ d’
\AUADIUN

b

o

A dl d’l a %
1. WANVIQNATTAINDBLRANLUITLN

A aa vy vy
2. Wwananunng ldsasnng

al

=
AUADIUN

o IS

A A & A -
1. L@ﬂﬂ‘ﬂ@]ﬂﬂﬁ‘“ﬁ@\imﬂ%ﬁ]ﬂﬂuuqﬂﬂu

2 Py a9 Y  a_ A = o o &
2. L@ﬂﬂiﬂm@ﬂqu'ﬂﬂ ABANNITALALLLAYIARNLADNLATANUNIE X ATUNAITR

Bainbridge Island, WA -
Mew York, MY L
Bainbridge Island, WA

o ®
Add Location
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Microsoft Word New Features

Read Mode 1119neI Mo ue1uniaae

A ' d? v A a ' e A a = a
L'Waaiiﬂiaua:ﬂ?qwa:ﬂ?ﬂalﬂUluﬂ']sa']ulzuaﬁ']lﬂl;“llauﬂuﬂqiaquﬁuﬂaﬂﬁ]iﬂlu Word 2013 23LWd
v A o aa . “ A a A X o £ ) Iz
ﬂ’;’mﬁ’lminiﬁlﬂaLﬂilx‘lmJ’JﬁmSa’m‘il’m‘HudaaﬁlidaJ’mﬂd“ﬂ%ﬂ?ﬂﬁdﬂ“ﬁumd ) LTH ﬂ’lSLLﬂan’l‘hﬂ, vlavlaaﬂ"ﬂaﬂ')q&l,

o

% A A & 1 o A aa o o A g
Aunn niadounaulunriand s asluaenasiay S935vhecmansadsbudslalu Read Mode aaf
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Insert an online video NOTE You can also insert online pictures into Excel® 2013 and PowerPoint®
1.0n the Insert tab, tap or click Online Video. 2012 documents.
2.1n the Insert Video dialog box, select a source for your video.

Use alignment guides to line up objects

New alignment guides provide visual cues that you can use to easily line up
and snap charts, photos, and diagrams into place. Alignment quides appear
as horizontal or vertical lines thal pop up when the image is aligned with the
margins of a paragraph.

-

x
Insert an online picture n

1.0n the Insert tab, in the lllustrations group, tap or click Online Pictures.

2.In the Insert Pictures dialog box, chaose a source for your picture. To in
sert a picture from Flicks, tap or dlick the link at the bottom of the dialog To use alignment guides:
box 1.Tap or click the image you want to align

2.Drag the image until an alignment guide pops up (close to the top or side
margins of a paragraph, or the center of the paragraph).

3. Release the image.
Get a live preview with Live Layout

With the new Live Layout, you get a live preview as you resize, move, and up

date photos, videos, and shapes.
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3.2 Web Content Management (WCM)
system

In order to assist the aspirers group exploit the full range of their
expertise and resources effectively, the Web Content Management
(WCM) system must offer:

* quick and easy updating the site by non-technical staff

+ amulti-functional tool to respond to and manage individual

users’ enquiries

* multiple levels of user access

+ provide content moified log and site usage information
Orisma will identify the detailed requirements of the system and
form the basis of the full specification. The content was focused on
these areas:
CONTENT FEED MODULE
This module will provide the tools for feed the information to display
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Carlas Grilo =

o] 1

Outiook Calendar People  Yammer C

«

2

Faverites

4 Carlos Grile
Inbox 23
Drafts
Senit ltems
Deleted hems
Jurik Email

MNotes

In-Place Archive - Carlos Grilo

TASKS

MBOK CONVERSATIONS BY DATE

l

all unread tome flagged
WEDNESDAY

Resellers
The “Resellers” site has a new mailbox Vied 1140
Now you con send mail to Resellers@mecth365.onm..

TUESDAY
v Eric Gruber; Kelly Krout; A ] x P
¥ Contosa's 4th Annual Hiking Trip M5)  Tued2sp
Hello everyone, it's that time of year again and we ar...
Julian Isla Y]
Needs Review: Final Presentation Tue 11:308

Karen, Can you review the final draft of the PowerPoi..

Jamie Reding
Customer Service improvement Tue 23
Hello Karen! | wanted to update you on our progress.

Amy Alberts
Contosa's Annual Meeting - Happy Hour! Tue 182

Hello Everyone, Contose's Annual Meeting is coming..

Ty Carlson !
Litigation Meeting Tue 1158
Karen, | have a meeting with the Contoso attorneys a.

Sanjay Shah ']

Capital Expenditure Request Tue Tti0s o,

Hello Karen, | wauld ke to put in 8 capital request t..

Contoso's 4th Annual Hiking Trip

Eric Gruber
Tue T/8/2014 4:29 PM

To: [ Amy Alberts: [ All Employees;
Thanks Amy.

Kelly Krout
Tue 772014 1120 AM

Sounds like fun!

- ' Amy Alberts
U Tue 7752014 11:08 AM
. ]

Renee -
Il take care of removing you from the list.

= FORWARD

miark as read

mark as read

miark as read

dwnl:

dun 2

New Mail TaIn19aa tunII&319sua ks nud

INbox NHBIIARNILNIFARNILTU-89 ¥302anW 8N s TINAIAUTUANAITIUNUIEIY

Inataas Conversation History wazeniuaiinisvin Archive ﬁ):mﬁ"lﬂagjflumwaa In-Place Archive (Jtannzun9

WHIWANT TIN)

dwhn 3:

Mail List 95 WRAIDLUANINNA T8I A bAREI b 81wt I wRTY 1asRINITDARRILYALAIANY

Wanluda 9 wu anuna anurataia udn iauﬁdﬁmmﬂaLwﬂﬂmwyjfﬂwu 1w All, Unread, To Me uaz

Flagged
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dui 4 Navigation Bar fasniiaalumadnfiaflinasaug sunadudroge azdu Alert udsidawind
v A 6 0 v A a A A ' o . Y o v A 2
waid niamgnisalidnan dudurngafusasanuaduiide wifandeny Microsoft Lync ot vinliaudug
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1. 3uadrediaalu Outlook Web App

ASnisawadie g lapadnd New Mail wialgéngs Cr+N uazlafarfss dunodauudaag

& v A Vv @ ' (% A ¢ oA Aa 4 + P a v
LRAIUWNINYN LL@mWENVLNL@]EIL‘S’]H’]N']‘Sﬂﬂuﬂ'ﬂuVL@]L‘iﬂ‘YlE]‘ivL@ HIanantaIadnalng LWE]LW&Iﬂ“H;L“IJ']vLﬂ

] Office 365 M2 Outlook Calendar People Yammer OneDrive Sites ses Carlos Grilo -
@ new mail £ search Mail and People 4 SEND X DISCARD @ INSERT & APPS
INBOX COMNVERSATIOMS BY DATE -
To: O Dan Jump; |
« all unread tome flagged
Ce:
Favorites
WEDMESDAY A
Subject:
4 Carlos Grilo Resellers
The "Resellers” site has a new mailbox Wed 11:402 Calibri ~([12 | B I U @ vy
Inbox 23 Now you can send mail to Resellers@mecth365.0nm... -
Drafts [1]
THFSNAY
2 1 v v < Sl v a_ d A & LE.
LA EIN AL NWUIFNgaanuL LB Pop Up tHaanniaIndnang s ma;‘muumﬂ
=] Carlos Grilo - Outlook Web App - Internet Explorer - [InPrivate] = &=
@ hitps://outlook.office365.com. 2y pos ModelFactoryBwid=36 7l ﬁ|
=+ sEND X DISCARD & INSERT ® APPS
To: [ Dan Jump;
Ce
Subject:
Calibri ~|[12~| B I U = = == = ¥ A A== =8 vy

EE

WRZENL@BINNIFILUY BCC IRnanniaIasnas



=] SEND

To: Dan Jump;

Ce:

Subject: Kick Off Mesting

Calibri

X DISCARD [ INSERT
save
show boc L
show from\
check names
set importance [ s
set permissions b

MIEERS A

switch to plain text

show message options..

2. 35n13nou-deAadiualn Outlook Web App

& REPLY

AUA

3. Emsdvdwaludenezaidniongslu Outlook Web App

mIsslaaaNIndzyndliny People I@ﬂmmina’ammwU%aﬁ%aﬂéwﬁmagvlﬁﬂ“uﬁ

& REPLY ALL =3 FORWARD

U= SEND X DISCARD (] INSERT

To: Amy Alberts; All Employees <all@ciethS.onmicrosoft.com>;
Ce:

Subject: RE: Contoso’s 3rd Annual Hiking Trip

Calibri -||12~| B I U

¥

From: Amy Alberts

Sent: Monday, September 23, 2013 8:47 PM
To: All Employees

‘Subject: RE: Contoso's 3rd Annual Hiking Trip

All,

1 have placed a Hiking Trip Registration form on the intranet. Please open the
registration file and add the number of people that will be attending with you next to

your name so we can plan accordingly.
Thank you!

Amy

From: Sanjay Shah
Sent: Friday, November 02, 2012 8:17:00 AM
To: Amy Alberts; All Employees

Curhinrd: DE: Pamtnrale Ord Amnieal Uiline Trim

]
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] Office 365 H2 Qutlook Calendar People Yammer OneDrive Sites ... Carlos Grilo ~ g
| ——
@new £ search People
all people groups
« MY CONTACTS BY FIRST NAME ~ Dan Jump
4 My Contacts m N CEQ, Executive
Contacts @ Edit ==+
ﬂ Dan Jump
4 Directory contact notes organization
All Rooms David So .
send email
All Users danj@mecth365.cnmicrosaft.com
All Distribution Lists Diane Prescolt
All Contacts business
14255550059
Offline Global Address List
= SEND ¥ DISCARD @ INSERT & APPS 0
To: [ danj@mecth385.onmicrosoft.com;
Ce:
Subject:
- N "— 1— —_ p— JE— — J—
Calibri (|12 «| B I U = i =% = F A = = = B

AEmsaazLluuuIsNARBILNEa b Outlook Web App

oA v s 6 P v s o v [l & [ v
FIRTILINRIDLNUR KR 9 ﬂm:slmwaumm:wammmam@mmmaam‘i ‘Ud@ladﬁiﬁdlﬂunﬂﬂ‘iﬂﬂ LL(ﬂﬂ’]lV\

li' v = 6 lil v A '2/ ar
“QﬂLZJEW]&TNQJWaiLLiJ@WlLi'](ﬂildﬂ’lil,ﬁllﬂ%ﬂ%“qﬂﬂid

L

aAad

1989 aath

v a A A .
- Iﬂﬂﬂﬂl,ﬂiﬂ\‘]‘lﬁ&l']ﬂ LRaN OptIOI"IS
I Carlos Grilo v  £x 14
Refresh

Set automatic replies

EPLYAL  Display settings
Manage apps

Change theme

Options

Office 365 settings
- lUfi Settings > Mail uaziiauad i Message Format atnainasidliinifenwesuuavasnaudn

13989N1T BIoLIARINEIIAII R ULNA bR BCC nna%’aﬁmmmﬁﬂﬁ
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options
account
organize email
groups

site mailboxes
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mail | calendar regiona

O Automatically include my signature on messages | send

message format

[0 Always show Bec

[ Atways show From

phane Compose messages in this format: | HTML || COMVERSATIONS BY DATE ~
block or allow Message font; SORT BY
Calibri 12 B I U A + date
apps Sample Text W from
"N
to
4 flagged
a 1 [ B
5. 38nmdnaadnesasilu Outlook Web App N iz
A a a Ao % a A a subject
LUDBLUNLINNITWIUNIN NITAURIBLUILNTUL a'ﬁ]ﬁ]zgqﬂﬁ]%l,ﬂuvlﬂ OWA type

= v A A Al v @ A v . &
"ﬂ\‘]vl,@’lL(ﬂiﬁl&lLﬂiadllﬁ]W'iE]Nl“]ﬂuﬂ'ﬁﬂuﬁ’] LIMRIUNIDNIALILINRABATIATNIU vl,wa

o f attachments

importance

uwuy w3aanuday 8nnsuy Conversations vaunsinliidald iwszazdin 7 oo

a Aa e o a o a 'Y = Y
i?ui?ual;&laﬂ&l%’rﬂaL@]U’Jﬂ%‘lﬂ%LQJaL@U’J aﬂﬂfy}’ﬁ’]@]adLﬁ@]aLNﬂvL@N’]ﬂwaauﬂ'Ji

~ newest on top

oldest on top

6. 5msunulnaln Outlook Web App T CONVERSATIONS
' [ & o v X o v [ a a & o X von
mas i susuuuri ladstuuasyi lananewdwsan g nu lasdauaouasi d o

- @&n Insert > Attachment

[ iNsERT

sus

attachment

picture

signatu

- ldaslvae

e

asnndains Ina ctrl deliuaziienIwdnanue wazain Open

e Choose File to Upload
© = 4 [}y » ThisPC » Documents v & | Search Documents »
Organize ~ New folder =~ [0 @
Favorites Name Date modified Type
I Desktop | OneNote Noteboaks 03-Oct-13 2205 File folder
!4 Downloads \L 2013 Contoso products 16-Dec-12 21:45 Foxit Reader
43 Recent places | 2] Northwind i 07-Aug-13 10:05  Microsoft Po
@l Northwind Proposal 14-Jan-13 09:40 Microsoft Wq
&, SkyDrive
& This PC
@ Network
< >
File name: | "Northwind Proposal” “2013 Contoso produ | |All Files (**) v

- IWfazedInaadn 1 luwa dusSaSsusay 1waan Send dr'lsitan T Ivnawasasnananmnuin

wNaau Tndsin
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»

Ta c:::\

Sulject Conbois Product
o 2011 Contoso products.pa (271 K8} » T @ Norhwind precentaticruppte (4 ME) x T BF Morthwind Proposaldoor (2 MB) x
Cablri -~ B I U == = % A

Dear Dan,

| send the product catalog to you, please advice.
ER,
Carlos

aa

ﬁn'mmugﬂsluﬁw.lﬂ% Outlook Web App
Ao @ 2 & < ' ' a
mmuugﬂmwazuaﬂumxﬂmUﬂmm‘muuvl.wamvlﬂ Lm'«axu,smmmmmuugﬂmwaummmwlu

4 a A 1 v ¥
LHOANNDBILURDBILTINUA 5[?(1Li’]ﬁ'l&J'liﬂila-‘l]il'lf;lﬂ'lwvl,@]@l'm@lﬂdﬂ'ﬁ

[ INSERT
attachment
—  picture -

signature
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i=] SEND X DISCARD  [)j INSERT

To: Dan Jump;
Ce:
Bec:

Subject: Windows Version 3 seriesl

Calibri [| 18 B I U =T aly A

Windows

MICROSOFT.
WINDOWSN

a a <
38n1siaaatsule Outlook Web App

| A & A A W oA & o A A ' ' Aad o
mssadwanuuidunitens ssfnaldldfearaduriediua iNatsuanitsunannuinenula $35as

wazuuullnuwavaaunldine 9 esdalus

- lAesneTasnany &

I Carlos Grilo ~ £ 4

Refresh

\8an Options

Set automatic replies
EPLY AL Display settings

Manage apps

Change theme

Options

Office 365 settings

- 17 Settings > Mail uazifauasldfl Email Signature dundasmaiuansiduynasiliiaen

Automatically include my signature on messages | send
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©

options mail calendar regional

account / email signature

organize s

u N

= X Ox, M A
groups .
Carlos Grilo
site mailboxes Vice President of Con:osd
settings

phone \

block or allow
[ Automatically include my signature on messages | send

apps

- uaneidulasadn Insert > Signature

i=] SEND X DISCARD  [J) INSERT oo

attachment
To: Dan Jump; picture
Ce: signature
Bec:
Subject:
Calibri “|[ie~] B T U =

Carlos Grilo
Vice President of Contoso

aa

9. 3Fnsununadnaiiule Outlook Web App

U19ATII19 89N T UL L NARLLAN L?Tﬁ"l,ﬂlumamaoLSﬂLﬁaﬁﬁaﬁaﬁagaﬁN‘lu WANNIFIADAI bULANNZEN

v 2

IaanTausudiuadne g lag Pop Out Buualwiaanunuas Drag&Drop wwafidasmadn i lwaati

v A a A
NUN LLazaan Send LWag-

= = “ e Hiking Trip - Internet Explorer - [InPrivate] - B
N = Y7 e
e(,)@ htps://outiooko. O + & € | @ Carlos Grlo - Outiook W.. X| ‘ 157 69 | I @ nttps:/outiookoffice365.com/owa/#viewmadel=IMailComposeViewModelFactory&wid=368ispc @
1] Office 365 Outlook Calendar People Yammer SkyDrive Sites o«
=1 SEND X DISCARD [ INSERT
@ new mail search mail and peaple bel Contoso's 3rd Annual Hiki
To: | Dan Jump;
all unread tome flagged R €6 ReP
« INBOX CONVERSATIONS BY DATE v | Ce
wanos, you ve 1oggea in 1 Yammer wrevrevia > Amy Alberts
Favorites I It looks fike you recently logged in to Yammer from... ~ W oo s Bec:
Yammer T o] Subject: Hiking Trip
4 Carlos Grilo Please log in to Yammer 972672013 [ clleieths
\mbox 12 ciethS.onmicrosoftcom < hitpy//www.yammer.com/ci... ° mpioyees <aliBaetnon [) Contoso’s 3rd Annual Hiking Trip (11KB) x [ Contosc's 3rd Annual Hiking Trip (13 KE) x
] cieth5.onmicrosoft.com on Yamme . [ Contoso's 3rd Annual Hiking Trip (11K8) x [ Contoso's 3rd Annual Hiking Trip (10 KB) x
Karen Berg i now following you on Yammer 9/24/2013 BEDIETS pr| [ Contosc's 3rd Annual Hiking Trip (11KB) x [ Contoso's 3rd Annual Hiking Trip (10 KB) x
Sentliar cieth5.onmicrosoft.com < httpy,/www.yammer. com/ci...
Deleted Items 2
© Amy Alberts; Alan Steiner, 0 X I Drag&Drop BEIUEEWYA-S
Coneratoni=bary » Contoso's 3rd Annual Hiking Trip 82372013 ; . =
P Hello everyone, I¥s that time of year again and we ar... ! ’t‘“e f'ap““ 2 Hikin L1 Realg
intranet. Please open the registra o
o S — of peaple that wil be atrendng v | P1€@S€ see the detail in attached file
. Introduction to Karen Berg 972312013 name so we can plan accordingly
In-Place Archive - Carlos Grilo | Hij Aley, | would like to introduce you to one of my §.
Thank you!
I Kelly Krout; Molly Clark; Alan Stei ! 0 Amy

10. S5n1sgnadwalddslnainasnnaasnis

A v o A & ] a & v a o s &l ¥ v
Lwal‘ﬂﬂ'ﬁﬁ](ﬂLiUOLUa%%GWUUG‘H‘l«L Li’]ﬁ’]&l'ﬁﬂﬂ']ﬂL&JaVlL"U']iﬂsL% Inbox VL‘].]UGIWE]L@E’J?YILT]&TNLQGVL@

a =
- ARNYIN Laztaan Move



v Amy Alberts; Alan Steiner;

1] x |-

+ Contoso's 3rd Annual Hiking Trip
Hello everyone, It's that time of yeq

Julian Isla
Introduction to Karen Berg
Hi Alex, | would like to introduce yd

Kelly Krout; Molly Clark; 4
+ Action Required: Northwind Tradd
I'm also available to help out if you

Amy Alberts; Cassie Hicks

L

delete

mark as unread
flag

MOVE..,

ignore
categorize
create rule..

assign policy

»

+ Contoso's Annual Meeting - Happ

Page |90

- RenlWaeesnindasns wieaz Copy waliinulizesnle lauainf Copy this conversation to

the selected folder

move 1 conversation

Favorites

4 Carlos Grilo
4 Inbox 12
Drafts [3]
Sent [tems
Deleted Items 2
Conversation History
Junk Email

Notes
r'd >

folder

[ co py this conversation to the selected

move cancel

11. 35n15audialn Outlook Web App

walddasmawala 1Wauns WatiywwIavaIndassanuiy lauadnn

» o v & A P
RAILUADUDWY DILURNAL

ﬁfm:gﬂﬁwvlﬂﬁ Deleted Items I@ULuaﬁl,ﬁusl,uiwaL@ﬂ‘?ﬂ:gﬂlﬁuvﬁﬂ‘i:mm 30 TNAWALAANINNTZUL

@ new mail search mail and

all unread tome flagged

eople

P

“ DELETED [TEMS TEMS BY DATE «
Favorites TWO WEEKS AGO
v ] x >
4 Carlos Grilo (no subject) 9/26/2013
4 Inbox 12
Personal Folder Yammer
o Please log in to Yammer 9/26/2013
Drafts [3] ciethS.onmicrosoft.com<http.//www.yammer.com/ci...
Sent ltems
- Yammer
Deleted Items 1 Please log in to Yammer 9/26/2013

v v

Yammer

Deleted ltems

create new folder

Conversation |
rename

Junk Email

il
m

MNotes

Nace Archive - € 3dd to Favorites

move

riethS.onmirrosnft.com<hting/ fwow vammer.com/ei...

1daamsaunanualu Deleted Items lwadnainiian Empty

(no subject)
This item must be returned

3 DELETE

MOVE TO Calendar
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12. 35n13nandiualu Outlook Web App

Qq; =) ] 9/“9; A Ui v v v Y ‘l‘ v
vwassuaaaduaniua llesldldasls Gunsansngaulddoauedld wddasnslu 30 ) lasld

Afn2717 Deleted Items 7an Recover Deleted Items

(R TR TR R

Deleted Items —

create new folder
Conversation |
Junk Email

Motes

B

empty

1-Place Archive - C add to Favorites

(¥

recover deleted items...

mark all as read

v

assign policy L
permissions...
Junani =g

A Y a A & ) P a " v a
LRANLUANABDINIT LLRzAaNVINLRan Recover Lwauuﬂzﬂaﬂvlﬂ Inbox LANaWLAN (LL@]ﬂ’]LS’]ﬂaﬂ Purge LA

wuazng ldannlussuunud)

recover deleted items

These items were recently permanently deleted or emptied from the Deleted Items folder. You can either recover these items to their
default locations or purge them.

ol
DELETED ITEMS TEMS BY DATE
TWO WEEKS AGO
Yammer
Please log in to Yammer 8/26/2013
ciethd.onmicrosoft.com <http://www.yammer.com/cieth.onmicrosoft.com/gm=18434221598tnid=946942 > You already have
~ Julian Isla
Marketing and Sales Planning Meeting recover 9/24/2013

When: Tuesday, September 25, 201

0:00 PM-11:00 PM. (UTC) Y:ﬁmme Room *ntnfat
purge

13. NSAIABUD| mfuaﬁLﬁavlaiagl:aaﬂWﬂ Out-of-Office

dl = o v o dl A [ = ) v ﬂq// = v s
Watrianusndudasrinauuangniwn mammﬂmwmm’lﬂq LL%Z%’]lﬂﬂ’Ji(ﬂ{mLNfﬂI(ﬂ(ﬂE]‘Llﬂﬂ‘U

o e A [l v C2) Y v G4 P o ] < A .
E]@]Iu&l@] LWE]E]El']x‘]%é]ElHﬁx’i‘ﬂﬂ@liﬂﬁﬂﬂ&ﬂﬂﬂﬂqimnR’WIL'E']ﬁ:(ﬂ'lﬂ@]a‘UﬂﬂU Sﬁdﬁ’]ll’]iﬂ(ﬁldﬂqiﬂﬂvlﬂﬂ Option >

Set up an automatic reply message



G)
options

account

Photo

organize email
groups

site mailboxes

settings
phone General

Display name:

MINDUNALBNIZAKIEIANT
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my account connected accounts

shortcuts to other things you c...

See email from all your accounts in one place

Set up an automatic reply message

Connect your mobile phone or device to your account

Get readable voice mail in your Inbox
Connect Outlook to this account

Forward your email

Carlos Grilo

inbox rules  automatic replies  delivery reparts  retention p

Create automatic reply (Out of Office) messages here. You can set your reply to startat a

(O Don't send automatic replies
(®) Send automatic replies

M Send replies only during this time period:

Start time: | Mon 7/14/2014 | | 7:00 AM

Endtime: | Tue7/15/2014 || 7:00AM

Send a reply once to each sender inside my organization with the following message:

calibri 2 | B I

Dear Our Team,

U s =

Today, I'm Out of Office. Please contact my colleague.

BR,
Carlos

AINDUNIULANIZAKKANDIANT

M Send automatic reply messages to senders outside my organization

() Send replies only to senders in my Contacts list

(®) Send replies to all external senders

Send a reply once to each sender outside my organization with the following message:

| Calibri
Dear Valued Customer,

12 | B 1T U a ==

Today, I'm Out of Office. Please help to contact my phone.

BR,
Carlos

14. MailTip Zhaifandwmananinacding

o
A

UNIATINMTRIBLNA L31813tauaanTanuluasdnsnuaunanadanInuwltanasuny Siwanasaan Uty

wanual §mIL MailTip aztipudsndeugmneuiiuaazstaantl lavazudadondaluild uunodorsu
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The following recipient is outside your crganization: v-kusutt. Remove Recipient

Te: O v-kusutt@microsoft.com;
Ce: |
Subject:
15. fasrndwadelugslnainad Junk Email uazuSendwadlaidasns
11959320 Exchange Online ﬁmmswﬁ'uiwgﬂLLuuﬁLuaﬁdquwfuLﬂuaLLﬂuLua Wosdunans g

LA o, A ' 9 A Y a o W v oA <& 'Y &
CaliE mewamamnammswm’mwummﬂulmuﬂu Lwaslm:uuLmuguaﬂﬂ%mamauu"[ﬂmivxlamas

Junk Email mu13avinldlasaidn Option > Block or Allow tRan Safe senders and Recipients l#nsandiua

ANGDINT WAZARN + w84a27 Trust email from my contacts 28

options block or allow
account (_) Don't move email to my Junk Email folder
(® Automatically filter junk email
organize emai
groups safe senders and recipients
site mailboxes Don't move email from these senders or domains to my Junk Email folder.
settings
| v-kusutt@microsof't.com| | X +
phone ; J
block or allow
apps

‘ W Trust email from my contacts

fnTuBinandasnisuden lwtaanashl Blocked senders nsandiuanIalalunLazafn + el e,

L8§an Don’t trust email unless it comes from someone in my Safe Senders and Recipients list or local

senders
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blocked senders

Move email from these senders or domains to my Junk Email folder.

|| woo@richman.com | <=

W] Don't trust email unless it comes from someone in my Safe Senders and Recipients list or local
senders

Y ] A a Y
16. ﬁiqﬂnqﬂiqﬂﬁaﬂlﬂaﬂjﬂ@lulﬂﬂ

a = 3

& A9 A o A, A o & A v % ' A a '
vwasnfiladwafiazdins AldwIssiinude dimu enazdnduhmaninsiengunododius laold

v & v v y A o Y { . v v . . .
FaINaIninf lefi Jeaunsarinladne g lwldf Option > Groups éugne Distribution groups | belong

to fangufiinagdan Tas@ININWHWA Laf

options distribution groups

A distribution group is a collection of two or more people in an organization's shared address book. You can create ¢
account which will appear in the address book for others to use. Group owners can restrict membership. You can also join or
an existing group.
organize email

distribution groups | belong to distribution groups | own

groups
2 )

site mailboxes S B ow g + e

| type the name of the group you're looking for ,q | type the name of the group you're locking for
settings

| Display name & | Email address | Display name & | Email address
phone All Employ llemployees@mecth365.0nmi.. There are no items to show in this view.

Tisaaadluf Distribution groups that | own tdan + nianTangw, Alias idaamaTaniiagiug



new distribution group

*Display name:

Marketing

*Alias:

Marketing

*Email address:

Marketing | @ | mecth365anmicrosoft.com

Description:

For Marketing Mem bers|

Make this group a security group

mmimﬁmiﬂmaamju WRZRINEN 6 aNday

*Owners:

+ -

Carlos Grilo

Members:

Add group owners as members

+ -

Amy Alberts
Anne Weiler

Christa Geller

wva v oA a
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WanIsnseudatdaundndasnisidiiiungy uuuwInAa Open ﬂmﬂﬁmnﬂummmm‘fﬁww (WSTLT

A a a v v ' ] & P = = v v
fodaa Closed ‘1]$LW3Jﬁ3J']°ﬁﬂ(ﬂ?J\‘lLf]%L‘IJ’]“lIﬂ\'lﬂﬂqﬁJLYl’]uu azUUNEINAD Owner Approval #ingndtanuade s

'
1 =

agﬁ'ﬁﬂaumwau%’uam%m%n@;u

Choose whether owner approval is required to join the group.
(@) Open: Anyone can join this group without being approved by the group

OWnNEers.

() Closed: Members can be added only by the group owners. All requests to

join will be rejected automatically.

() Owner approval: All requests are approved or rejected by the group

OWnNETs
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17. #59nguasNations

v e 1 v v v A o v
maanIaaianglumsi-sadwald tsauduiaslunisldaiuly Outlook Salu OWA 1awsarle

(3

wilouni 14117 Option > Organize Email > Inbox Rules lianngnaasns

options inbox rules automatic replies  delivery reports
Choose how mail will be handled. Rules will be applied in the order sho
account off or delete it.
organize email To learn how to forward your email to another mailbox using Inbox rule

groups +- T v B2

site mailboxes Create a new rule for arriving messages...

Move messages from somecne to a folder..

settings Mowe messages with specific words in the subject to a folder...

Move message sent to a group to a folder...

phone

Delete messages with specific words in the subject.

1 v 9
lunwaranmiaaie Calendar
dasa¥ mivinuiwnwldiduszuuluivindudasdanseufSoninnauazminuansinsaian ialw
JU U &/ v 4 ¥ o v v 1 '
NunNHIaNwlaadu Outlook Web App ldia3uuiliaas Calendar iinaanaaulandd vinlvnaulaiasdnlasineg

A [ v =2 v & A& ¥ a [t v a '
ﬂiavLQJ'JWOL“IIWﬂ'SZ"IESJ immuau%mumulﬁLa‘i'«mmnmﬂmvﬁ’l@ ﬂauaummg'«m%mmmaq Calendar nunau

1] Office 365 =k ou Calendar People Yammer OneDrive Sites e CarosGrilo~ @& P
REMINDERS

1 July 2014 day work week week month
v 16 Hrs  sales Operations Strategy Meeting 5

4jan  feb mar apr e e today [ISHARE  NEH PRINT
“«© r - o v ”
SUNDAY MONDAY 20 s Daily Touch Point Mesting r:m.a.\' s;ruk)-'-r SATURDAY, JULY 12, 2014 6
P search ealendar 2 OVERDUE  11:00a Friday, July 11, 2074 11:002 paily Touch Point Meeting
11a Daily Touch| | 113 Dadly Te iemissall  digmizs ' 113 DallyTouch! | 11a Daily Touch | 30 minutes =
‘ JuLY 2014 * 3p Sales Operatic
= = = 5 3 mirutes - nooze
1@ 3 4 5 —_—
CEERCEEET Y : | & 7 8 9 10 1 12
"M B KT BB 112 Daily Touch| | 11a Dadly Touch | 11a Daily Touch| 11 Daily Touch| | 11a Daily Touch | 112 Daily Touch | 11a Daily Touch |
N ononMunn 4p Weekly Manu 3p Sales Operatic
o ow» won
13 4 15 16 7 18 19
MY CALENDARS
3 11s Daily Touch | 11a Dadly Touch | 11 Daily Touch | 11 Daily Touch| | 11a Daily Touch | 112 Daily Touch | 11a Daity Touwch |
¥ Calendar 4p Weekly Manu 3p Sales Operatic
OTHER CALEMDARS
20 21 22 23 24 25 26
11a Daily Touch| | 11a Dadly Touch | 11 Daily Touch | 112 Daily Touch| | 11a Daily Touch | 11a Daily Touch | 11a Daity Touwch |
dp Weskly Manu 3p Sales Operatic
27 28 29 30 3
11a Daily Touch |  11a Dadly Touch |~ 11a Daily Touch| 11 Daily Touch| | 11a Daily Touch | 11a Daily Touch | 11a Daily Touch |
Ap Weekly Manu 3p Sales Operatic
' ' P
1 = a a VL v ' A
dmnl: BIMRINIIDLNUNIIUARNNE @]ﬁ]’]ﬂﬂl&l New Event niiag

1 P aa ' a_ A a . o Y
dn 2 : LLﬁ(ﬂGﬂQY}uLLﬁJUUﬂ Li’]a’]uqiﬂﬂaﬂlywa@i’]ﬂa:LaU@luLL@]ﬂ:')uvL@
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1 4 aaAa & AI v 1 & v
dmi 3: wgasszinnuaslin dasmaunsoialdirinlanld
dN 4 RN o N K g ST R

1 A an = 6
GRIIEN RO BIVBIU NI saummkﬂumnms Calendar
dIUN 6 : ugaIBazIda luidszinuans

Taunwldagfnesnadny dsdalui

18. 35n1va319-un l-avikanaale Outlook Web App

IEIL AR B 9 Tauadndi
(® new event

RuTEazBaUIMIiaNINY GIuaRaTa, F0u, Hinumdsza, 1 TUDINaLLBEadNg 9
=1 SEND > DISCARD rr SCHEDULING ASSISTANT

Event: Recruitment Mew Trainees

Location: Room 1 add room

Attendees: Dan Jump; +

Start: Duration:
Wed 10/9/2013 - | | 8:00 AM - 30 minutes -
Show as: Reminder:
Busy - 15 minutes -
Calendar:
Repeat:
Never -
Mark as private @ Online meeting ¥| Request responses
Callibri -[[18~] B I U := = W A

(2 (2 (4 ° Y . v a_d
mLiﬁ@aamiﬂixqmuuaauvlau auavinldEm Lync Online lisadni

@ Online Meeting Settings

sruvazudasiu URL swibimatiuanizmadszgazan TaslasnlasuRaria b EEL QT IE Rt R Pt ER Y

AL LArinsin
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Join online meetipo
https://meet.lync.com/cieth5/carlosg/8E3RDUO4
Ctrl+Click to follow link

Find a local number

Conference 1D:

fhnnatdsgndas T¥agn
=1 SEMD

fdasnsunlasanune AxINNsaYn lawnn lasadnlunianaie 1en Edit

Carlos Grilo
Tue 10/8/2013 1:17 AM

When: Wed 10/9/2012 8:00 AM-8:30 AM
Where: Online Meeting

/' EDIT X CANCEL &3 JOIN

event M

o A = 1% A X A o v o A i .
PAIIINNLTILA MILRSALA? a8nay Send "I,ﬂmnnﬂumgluu@%u’]mﬂmnmagaﬂimumq@muﬂu

HINGINTENLEANBARNIOS LI NBILAARN Cancel

Carlos Grilo
Tue 10/8/2013 1:17 AM

When: Wed 10/9/2013 8:00 AM-8:30 AM
Where: Online Meeting

# EDIT X CANCEL 3 JoIN

event attendees \

LazLRen Yes
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cancel meeting

Are you sure you want to cancel this meeting?

yes
You will have an opportunity to type a
message to attendees

back
Return to the event

19. 35msaavusuisanansln Outlook Web App

o Ao v a dve a A @ @ A . P A A
waanfiasasllud Angiuiduandudiuag Sanamansnasunaullld wiedsdeldnuyanadud
WNBes wanntindasnsiuguiniazidniinliadn Accept uddngsliuilaliadn Tentative ween

131370 1%edn Decline

[ € REPLY €6 REPLYALL =D FOR‘J\."ARDI

i k d
Carlos Grilo mark as rea
Tue 10/8/2013 1:20 AM

When: Wed 10/9/2013 8:00 AM-8:30 AM
Where: Online Meeting

 ACCEPT 2 TENTATIVE ¢ DECLINE

Ne conflicts

Required: B Carlos Grilo; Dan Jump; M CIE Administrator;

Meet in Online

Join online meeting

Find a local number

Conference ID:

Forgot your dial-in PIN?

dunaaaunaull azdniindnsdastugusnass
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Carlos Grilo
Tue 10/8/2013 1:20 AM

When: Wed 10/9/2013 8:00 AM-8:30 AM
Where: Online Meeting

& ACC - o NE
ACCEPT MEETING

edit the response before sending
Mo con
send the response now

don't send the response [
Require JAc

o Edit the response before sending : ufi lunauaaunay

o Send the response now : aaunauYiufl lassdsdiuaduduns

o Don’t send the response : aaUNaLUNKA LL(r'i‘hiB'I\‘.ISLQJﬂW]EJTﬁd
Lﬁa;ﬁunmaufu L5 Accept ;&”ddﬁ):Lﬁu'jﬁamu:éhqﬂ'jﬁﬁélﬂm]”'lﬂs:"quﬂw

9 . .
Recruitment New Trainees @ x

8a Recruitment N Online Meeting

9a Sales Team Da
M Carlos Grilo

Wed 10,/9/2013 8:00 AM-8:30 AM

16

93 SalesTeamDa ¢

3p Review updat:
P i # EDIT 3 CANCEL €3 JoN

Accepted 1

23 i Noresponse
Meet in
Online ..
Join online

93 SalesTeamDa ¢

wazwanann lauly azinindlasaaunsuing

Carlos Grilo
Tue 10/8/2013 1:17 AM

When: Wed 10/9/2013 8:00 AM-2:30 AM
Where: Online Meeting

# EDIT X CANCEL &3 JOIN
event attendees

Accepted 1 MNo response 1

CIE Administrator Dan Jump
Required Required

20. A5msviiananglszaaiilszd1ln Outlook Web App
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vwasImIdszgarens nianeutu lWladudaindsn immaniasiintananslfidudeed
6" viu Uazdmng dandd nng e dudu lunshnatananelwien Repeat uazifaniiafin
doamsvidszdntes g 1w i NN g W NaTwinm

Repeat:

| Every workday -

MNewver
Every day
Every Wednesday
+ Every workday
Day 9 of every month
Every second Wednesday
Every October @
Other...
21. 35n1vderianansly ﬂ'aqﬂﬂaw%néuﬁlﬂu Outlook Web App
ﬁwmﬁaumiﬁumiﬁfwmumww:qﬂﬂaﬁ?uq vﬁamjummmsnLﬁﬁﬁﬂﬂ“’lﬂﬂm\ﬁmmtﬁu People lag

A o a A,
sl,mﬁwasl,%mﬂanﬂ%

Alan Steiner

LUFAIRUNNNITBARNULTUN

F=ISEND X DISCARD [ SCHEDULING ASSISTANT

Event:

Location: add room

Attendees: Alan Steiner: +

Start Duration:
Tue 10/8/2013 w | | 2:00 AM - 1 hour -

Show as: Reminder:
Busy - 15 minutes -
Calendar: .
wddhsadunga swieimuinlidasiuniiazau

W CORTACT ML Project Tea &

n ® ©

I"rn_iu-.' t Tedm

22. mivﬂﬁﬂmgmmawm Calendar View
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UNAN1IIAANTINARNNE mﬁﬁaag'jﬁ'uﬁﬁaamsgﬂﬁaaﬁa"l&i é’m%’ulun’mﬂﬁum{uuaam

mmmiﬂmﬁamuh&ﬁquumm

day work week week month

O LRAIANIZIN

Tuesday, October 08, 2013

4 sun6 mon7 tue8 wed9 thul0 frinl sat12 » gototoday

12a

O UEAIAWIZINIIIY

October 6—12, 2013 day work week week month
4 sep29-5 oct6-12 octi3-19 oct20-26 oct27-2 nov3-9 » gototoday [51sHARE W PRINT
7 MONDAY 8 TUESDAY 9 WEDNESDAY 10 THURSDAY 11 FRIDAY
12a
~

. —
o uFeILWIZEUMR

OCtOber 6_121' 2013 day work week week month
4 5ep29-5 octe-12 oct13-19 oct20-26 oct27-2 nov3-9 b gototeday SHARE W PRINT
6 SUNDAY 7 MONDAY 8 TUESDAY 9 WEDNESDAY 10 THURSDAY 11 FRIDAY 12 SATURDAY
12a
~
1a
» -

O LEAILANIZLAD
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OCtObEI" 2013 day work week week month
«jan feb mar apr may jun jul aug sep oct nov decr gototoday [S]SHARE ¥ PRINT

SUNDAY MONDAY TUESDAY WEDNESDA THURSDAY FRIDAY SATURDAY  TUESDAY, OCTOBER 08, 2013

Oct1 2 3 4 5 . .
9:00a Sales Team Daily Touch Point
G Sale 9a Sale: 93 Sale: 93 Sale: | 9a Sale: 20 minutes o
+1 +1 =1
6 7 8 9 10 n 12

9z Sale  9a Salee  8a Recr 92 Saler | 9a Sale:
+1 =1

13 14 15 16 17 18 19

9a Sale  9a Salee  9a Saler %z Saler | 9a Sale:
+1 +1 =1

20 21 22 23 24 25 26
9z Sale  9a Salee  9a Saler 9z Sale: | 9a Sale:

23. 35n15Num1519910 Calendar Naw

#anan Calendar lwnsvinnusgsgnaunsaasne Calendar 89 lean 1w Calendar §auaIn3a

Av0uA37 1Dudw lasfi;adnaini My Calendars Lian New Calendar

MY CALEND B
new calendar

+ [0 Calend open calendar \

OTHER cal  new calendar group

2

A A
nsanaa Calendar naainis

MY CALENDARS

+ [ Calendar

-

uanandh tndianursaida Calendar daudansannianled laufiisiian Open Calendar

MY CALENDARE
new calendar
+ [ Calendar open calendar
+ [ Family new calendar grou
OTHER CALEND

EaTal

landaaduwinana .ICS 131 910 Hotmail, Google Calendar lsiisla&ari .ICS 11163704 Internet

Calendar uazadn Open tNaNNLWALEIWINB 51T Exchange Server lwnsanluUfsas From Directory



open calendar

From Directory:

Internet calendar:

webcalsy//cid-bb457381be3%4091.calendar.live.con |

| open | | cancel |

2z1/57ng) Calendar 131310 Hotmail

MY CALENDARS
+ [l Calendar
+ W Family

+ [ Hotmail

24. 3aviandszyalalizunuun Calendar
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] a a o A 0 e 6 & ] a [ " v
NNITARE § ﬂuumuaaﬂqmmmnu ﬂauﬂﬂ‘iz“gmmaﬂmwazmq LL@WlﬂﬂusLu'Y]&lell'JW{I LLAIRIN

o g @ aa d a = \ a & v o @
%adﬁ]’]ﬂﬁ “Qﬂﬂ%l‘li\‘i’luﬂg‘]ﬂ%muﬁadﬂﬂﬁ ﬂ’li@]i’JﬁlﬁaUL’Jmnﬂﬂuﬂﬁ]:«ﬂ’mEJG‘LI‘LI, I@]ﬂl%%%’]%ﬂﬁ&l’mlﬁlﬁ’]

Asn L-.:'g. SCHEDULING ASSISTANT

a8n Send

& OK X DISCARD ===

azu,ammmjamnﬂu’h'jwmaﬁ'u%%alei ﬁmnﬂm’%ﬂui”aﬂazhﬁu

Wednesday, October 09, 2013 day week 2
Recruitment New Trainees 4 sunb maon7 tued wedd thu10 frint satl2 »
When: Carlos Grilo Dan Jump CIE Administrator Alan Steiner Julian Isla
[Wed 10/9/2013 ~| [2:00AM ~|
Duraticn:
‘ 20 minutes vl 8a \_ Recruitment New Trainet ?‘ Tentative I Busy

Attendees:

;

: Julian Isla 2p
r| Free

2p

[add attendees | % Sales Team Daily Touch
5 REQUIRED 0 NEW CONFLICTS
10a
m Carlos Grilo
- 11a
a‘ Dan Jump
No Response
- 12
CIE Administrator P
Accepted
% Alan Steiner P
Free

I Busy

I Busy
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25. N19u3 Calendar

aanhlamnuLsIizaasauiilasiig ladenuie wdlassiulng 1nazldiuneazibae

a9 fin innzauiiuinlilaursujanldinnen asuminmasduldazdasimursasdelui

[3] SHARE

1#adin Share AyuuuaN
A A oA o ¢ A ° o % A
waziienyananianguiindainiues danmuniaimuaszaule lasd

o Availability only : ugastaniziaanls Calendar
o Limited details : usauiawziata A uazanuiud liuaasdayadug uennitanni

o Full details : meﬂ]”agaﬁmwﬁaglu Calendar 1243

wadsnesnlilasusauENITaET Eimﬁauﬂwlmﬁf@%mmmun’]vl,@i”(on your behalf) +31

A YA a
ﬁ’]u’]iﬂl.aaﬂvl’@ 2 &ND A1

o Editor : ﬁﬁl,iﬂﬁﬁﬂﬁrﬁ'uqﬂﬂmfu WIRNNTAETE 8% RIAWA LMRBANT LA BNV LT
usazlai@nansnsu Meeting Request wia Cancel Request FuBLUau8IL51 $3341 WINLLN
\WNesuanan Accept #3a Decline miﬂizqmﬁwfu

o Delegate : ﬁwnﬂﬁﬁﬂ%{ﬁ'uqﬂﬂaifu WARINNTAET 8% nIaun liruan s e luuinaad

191 5INE9A8LUTL Meeting Request %38 Cancel Request fnudiuauadia e

a a 6 @ o a{ U v =S A Aan ni v vl v
LRZLINEIENNIIDNNWHAIT B ALIGINT A iaummaﬂﬂg‘nuﬂm@aammﬁ"l@anmsJ
=] SEND X DISCARD =

Share with:

DanJump Full details -
danj@cieth5.onmicrosoft.com
Availability only
Subject Limited details
I'd like to share my calendar with you e
Editor
Calendar: Delegate

Calendar -
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nsssdiwanIassinunaniananylugslasananluusen ssusaldw Global Address Book lunns

AURITI8T0 Lwiﬁwmﬁaamﬂﬂﬁumqmaﬁuuaﬂu‘%ﬁw 1318010 L9 Contact View lun13ginsnadadiadd

1y asnele Address Book Law

Dan Jump

CEQ, Executive

@e®

contact notes organization
senzemail 3 4
:‘.I.1“_Ji'rrr-:1"§&3.:‘\-nrr crosoft.com
business

142553550039

I

sipDand@rmecth3b5.onmicrosoft.oom

IMA
sipedanji@ mecth365.0nmicrosoftoom

27N Contact View waadaz lslwismauting

profile
https//mecth3g5-mysharepoint.com/person.as..,
WO,

lob title: CEQ

Departrnent: Executive

lob title: Chief Executres Officer
Department:  Executive

Diirechony

1 P e A ° | ) = ) LA o ' aa
gmwmnl: LLE‘T@{I;S‘IJﬂWWIﬂ‘EVLWER T ATLLAUI LLRz‘HE’N‘Y]']\‘]cLuﬂTSﬁE]ﬁ’]'S LT RIDLUR uwmﬂmuﬂgﬂu LR

RNTDRUNU LANUT

' A a A & oA v & @ @
dn 2 : HRAIINUVZLDUAVDINU VAU ) LTU DLUR LuaﬂﬂSﬂWﬂ Lﬂu@]u

1 ‘:I o a A QI dl v = v
#dmn 3 : LLﬁ(ﬂ\‘iﬂﬂﬂﬁ‘UWU%‘Sﬂﬁﬁ‘ﬂL“lﬂ@]éNﬂ'ﬁL“ﬂiluvh

dwn a: LLamﬂ’smﬁ’uwﬁﬁ‘iﬁae‘hﬁwaaqﬂﬂaﬁfumﬂuu’%ﬁ'ﬂ

a a = @ o g
LINRIUNIDLNNINURSLD YN (v’l’]&l“nl,i’ma\‘lﬂ’]iﬂd@lavlﬂu

26. mitﬁu-ufﬂmw%aQ’?\ﬂ@iauazmju

IRINNIDNNTETa lauaRn

(® new

\Ran Create Contact



what would you like to do?

create contact

create group

cancel

nsan*’ﬁagaﬁﬂaztﬁﬂmaapjﬁma q@ﬁmamﬁuﬂﬁﬂ Save

H save | X oiscarp

First name: Middle name:
I | | ‘
Last name:
| |
@ email @ work
Email:
| |
Display as: @ address
| |

@ other
@ phone
@®m
@ notes

waztnidasn1IEiengy L1isudifan Create Group

what would you like to do?

create contact

create group

cancel
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H save X Discarp

Group name:

Project A

Members: MNotes:

TATansau Project A

2 NEWLY ADDED MEMBERS

a: e Julian Isla %
o] Jjuliani@cieth5.onmicrosoft.com

Dan Jump
danj@cieth3.onmicrosoft.oom

ﬁ"]LSWﬁBdﬂWiLLﬂ%‘H“ﬁ/ﬂHQIﬁ/ﬂgﬂ Edit maﬂ’m%aﬁasw%w%amju wawn liSyuesatnaunan Save

% Alan Steiner

Marketing Director, Marketing
£ @ @ /DT
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Connect to social network

\8an Connect

connect Office 365 to your networks

Connect to Linkedin to add your connections as contacts and keep them up to date.

@ Linkedin Connect

Close

man*’ﬁaga’uaa LinkedIn 189113 518303 nldsiWawas Linkedin 289t3n3ziBandany Office 365
o A
NUN

Liﬂkedﬁm Don't have an account? | Join Now

Grant Microsoft Office 365 access to your LinkedIn Account
Cnly allow access if you frust this application with your Linkedin network information

Email: [ ]
Password: [ |Fomotpesswond?

Access Duration: Until Revoked change

Ok, Il Allow It JJE0EEY
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Task Mainnueas lUswnunuoy Task a9 uUENITIBas Outlook

“ INBOX CONVERSATIONS BY DATE ~
Favorites VESTERDAY a
v CIE Administrator [ x >
4 Carlos Grilo » Recruitment New Trainees Tue 1:33a
No preview is available.
4 Inbox 13

Personal Folder TWO WEEKS AGO
Drafts [3] Yammer

Carlos, wondering what to do with Yammer? /2772013
cieth5.onmicrosoft.com<httpy//www.yammer.com/ci.

Sent ltems

¥ Deleted Items 1

Conversation History cieth5.onmicrosoft.com on Yammg

Top conversations for you this week 9/27/2013
Junk Email cieth5.onmicrosoft.com<htip://www.yammer.com/ci...
Notes

Jeff Hay on Yammer

9/27/2013
In-Place Archive - Carlas Gril g
n-Place Archive - Carlos Grlo]__ Reply above this line ——— Jeff Hay posted a new...
Yammer
Carlos, you've logged in to Yammer /2612013

It locks like you recently logged in to Yammer from...
Yammer
Carlos, you've logged in to Yammer 9/26/2013

It locks like you recently logged in to Yammer from...

CIE Administrator

TASKS | CIE Administrator has invited you to *Sansiri T 9/26/2013

aan New Task
@ new task

all active overdue completed

«@

FLAGGED ITEMS AND TASKS TEMS BY DUE DATE +
4 My Tasks NOME
Flagged It d Tasks q
gEaiEmeandis=E -« Review monthly reports X &>
Tasks No due date
Complete self-evaluation form >
No due date
Prepare for staff meeting Ig
No due date
Update benefit election form >
No due date
Sign up for IT training class ig
No due date

nyan Task Nda3aN t1a&N Show More Details 3zuRAITIERZLAHATIIWITNED AT 1853 LUuaIA %

= [y = A ) % & ' T a @ v a
S?Mﬂd%:@ladmi%mavlmi LL@:FL"D‘L'-JQ’]Y]\‘}“N@LY]’]VL%? Lﬂu@]u WaLiﬂUiaﬁlﬂﬂaﬂ Save
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W save X DISCARD [ INSERT

Subject:
Follow up Project A

Due:

None A show fewer details
Start date: Date complete:

MNone - Nene -
Status: % complete: Priority:

Not started - 0 MNaormal -

Reminder Mark Private
-

Repetition:

Never -
Total work: Actual work:

0 Hours - ] Hours -
Mileage: Billing:
Companies:

Calibri ~lf18-| B I U :Z i % A ¢

] o ~ ' oW ° o = % PR
BINVIMAUALINT ‘Yl']x‘liZfU‘.U’ﬁ]Z&lﬂ’]iLLﬁ@]\‘]’J’]\‘i’]%l@l&IﬂlelﬁOﬂ’l‘ﬁWﬂ LRENIAUA %%ﬂLﬁii]L%ﬂUiaﬂLLa’JN’lu
all active overdue completed
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L"IT‘LLL@]EJ’)ﬂ%ﬂ’]x‘]’]%l@’lLﬁi‘ﬂLiil‘UiE]il lﬂﬂﬂﬂ‘ﬂ LNBEUHWUINLRIVLLR I@EJ Task umﬂﬂaglun@mm

Completed
ms s Exchange Online saunuanuansalnilu Microsoft Outlook 2013
e?m%’mﬁ’ﬁmuu’%mi Office 365 Wi E3 mming?%miﬁmﬁiﬁﬁ “Unf 6 N13ANAI Office 365

Business” 61Nl TUSNN30% 154 Wi E1 81130 15329 Y Microsoft Outlook 2013 Lﬁuﬁﬁaglumﬂrﬂi aritid

NuIzAEAINUMIlTIwUK Outlook Web App lagluiifiaznanafisfliaaindan

31. n13@3IALI% Exchange Online AU Microsoft Outlook 2013

FNIUMIAIANATINIA e Microsoft Outlook a&n Next



Page | 112

Welcome to Microsoft Outlook 2013

Welcome to QOutlook 2013

Outlook is your personal assistant, helping you manage your life with
powerful tools for email, calendar, contacts, and tasks.

Let's get started. In the next few steps, we'll add your email account.

\Ran “Yes”

Microsoft Outlook Account Setup

Add an Email Account

N38NT8, DLNA LAZIAFHIU

Add Account

Auto Account Setup
Qutlook can automatically configure many email accounts,

|Carlos Grilo

e ————————

183938 UT0Y 9UINYAINW
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o - Inoes - g mecthS ansrazaft com - Outlook ? @)= 8%
HOME | SEND/RECENE FOLDER  VIEW
v B2 T lgnare Y [ Mesting (B8 powe 1o 5 To Manage ¥ <arch Peopie
=& 5’3 T G e s ol = bl = e P T
o New | New b ecte  Reply eply Forard - a . | Maove Rules Gneblote | Unread/ Categoriae Fallow
Email Bems-  Meeting | J Junk - Al Bhdare- 5 Reply & Dele - Resd - Upm T
ew Oetete nespans Quice stept ave tage Fina -
Favorites | [Search Cument Maibas 11 » (2 Reply €2 Reply &ll () Forward G5IM
Tnbo 13 Al Unread By st (Comversations = Wewest & || ue 571672014 630
Sent hems  Tuestay Yammer <not
Deleted ltems. T — 1 N
Yammer | Carlos, you've logged in to Yammer
e TuesaAM | 5
B I I00ks ke yuul recenty 109ged in ta Yammer f1om & new appication or Browser | Yo Horaeh
+ carlosq@mecth3es.onmicrosolt... ! Q) there ar problems with how this message s displayed, lck hee o e it n  web browser
- Carlos Grila Cick haveto downiond pitures. To help protectyou privacy, Outleak peevented utomatic
Catos G Tue s AM douminad of some pictures in this mezsage “
Dntts e
Sent hems .
Deleted Rems
Corwessation History T Am
ok Email — mecth365.onmicrosoft.com
Duibos .
55 Foode Yammer Hi Carlos,
It looks like you recently logged in to Yammer from a new
Collateral Center application or browser - Chrome on Windows on Monday,
Tasks - Piease 3904w COTPOTBHE ACKOUNt MTC vaon 1429m S te
Task 3515ned By Caros Greo o 315,714, Due by Nome September 15th at 19:30pm EDT
Collateral Center Well remember this app o browser for you next lime you log in. You
e 1 44290 can always remove unwanted access to your Yammer account from
! any application or browser here.
Biolab Co. Ltd
Men 41 P

Helpest Tasks - Workllow nitisted: Harware has been assigned ta rou Nosw_eniow netting ~omnan indates messanes and nneatinns from ™
TSk #3310V By 103 G0 07 H1S/2014, Duie by 152014 3

Mail Calendar People Tasks **

du3d Microsoft Outlook 2013 aguda imaansnindyfiduidnldn File > Add Account

Inbox - carlosg@mecth365.0nm

Info

Account Information

/) carosg@mecth365.onmicrosoft.com
L/ Microsoft Exchange

= Add Account I

F‘ Account and Social Network Settings
sy

Change settings for this account or set up more
Account

connections.
Settings -

Open & Export

Save As

Access this account on the web,
https://outlook.office365.com/..65.onmicrosoft.com/

Connect to social netwaorks,

Office Account

Options

Exit
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Chapter 6 Chat uag Share uvvilasasnsase Lync Online
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Aaunazsumsldanu Lync lAvinnsfaasuawniady Lync asluiadasvaannan

Install Lync

Send instant messages, have online meetings and make calls.
Imstall Lync
Lync

= =
LRANNEN Laztaan Install

Lync

Install Lymc

Send instant messages, have online meetings and make calls.

LS

Lynic
Language: ersion:
Englizh (United 5tates) Vl 32-bit (Recommended) Advanced

Rewiew systam requirements

| Imstall
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VUNADULNEAT
133 Sign In

wasulTwszuuastsauliisnnsan User uas

Password 1#131n58na 18 lasu @ lasusvasuidn

Temporary M7LL/suriau) uazviaIesnanugnd1in “Save

v 1 é/ v a ' ¥
my password” Wainindsduanlindn “Yes” s avinfin

®
File Tools Help
Lync
Sign in i
Sign-in address
N
User name:
atlosad] Do you want us to save your Lync sign-in info?
Wauld you like us to save this info and sign you in automatically next time?
Password.
,,,,,,,,, - Yes No
V] Save my password |
Signin as
Available ¥
SignIn

#

L 'iIP— E

® L
& "4
Find someone E el

File Meet Now Tools Help m

Carlos Grilo
Available =

Set Your Location =

4 Favorites

GROUPS  STATUS RELATIOMSHIPS = NEW

4 MANUFACTURING & PMO (0/2)

4 SALES (0/4)

4 HR & MARKETING (0/7)

| Re

Anna Lidman - Offline 3 days

David So - Offline 3 days

Cassie Hicks - Offline 3 days

Julian Isla - Offline 32 days

Karen Berg - Offline 15 days

Molly Clark - Offline 58 days

Alan Steiner - Offline 1 day
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1. Menu Bar : Ly%#139U394 Shortcut 619 LT File,
Tool uag Help 7au{14 Meet Now ﬁﬂﬁmﬁmﬂiz"gﬂﬁﬁuﬁ
2. Personal Note : TaJLEAIRDIUE ﬁ]:l,mmamu:'jﬁ'uf:qm
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Available =
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= Do Not Disturb

Be Right Back

Off Work

Appear Away

Reset Status

Sign Cut

Excit
4. Conversations : Im‘uamswu%a;jﬁmialuuﬁmwn etang
aaaaummﬂi:i‘ﬁmsqmmam w4 Missed Call @2g
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6. Contact Lists : LTT@3INAINGUANIZNURLY ellad 134 nduwinauee nquaiuayu iludu wie
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Carlos Grile
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L) >
e "

Fin m e ):)
GROUPS  STATUS RELATIONSHIPS MEW
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4 Friends and Family

Mo one's in this access level.
] Wnrhgmup

Mo one's in this access level

* X 4 Colleagues

" H [ ] e -
37 Alan Steiner E] % Alan Steiner - Offine 1 day
Offline {1 day) ’
Marketing Director, Marketing Alicia Thomber - Presence unknown

L) @0 ® @ [2]

TACT I UGS HEN Allie Bellew - Presence unknown
Calendar f\' Amy Alberts - Offline 3 days
sChiedule a eeing b
. 3 | ﬁ Anna Lidman - Offline 3 days
end Email
alansE Amerasaft. e am
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alans G nmicrosoft.con Cassie Hicks - Offfine 3 days
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Lync ﬁ'qmminuanvlﬁ'hﬂuﬁqﬂﬂ”m‘iﬂﬁfw,%amia Lync W1t PC %38 Mobile

Alan Steiner - Inactive 5 hours - Mobile

%%amqﬂ%'amamﬂjiwﬁmﬁrﬁmqﬂmnﬁﬁ‘[aw%aw%ahi lasazLaa9 “Video Capable”

u Alan Steiner - Available - Video Capable
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nnfldinTuaaudu fafuredn Lync sunsavinauazlsldtne Samaansadsuudafa@ad Lync

Option ANNTNATHE

m Lync - 0 X

What's happening today?

Carlos Grilo
In a meeting *
="M SetYour Location ¥

® B8 -
(v "

Eile
Find someone ﬁp Meet Mow

Tools 3

GROUPS  STATUS = RELATIONSHIPS = NEW el N
Oelp

4 Favorites
Show Menu Bar

4 Other Contacts (0/0)

To add contacts, drag from another group or add from
search.

® General Page

udmitroslumsdsualunslgonm instant Message 13
suluuMnWILaE 52089m3lE5s Emoticon e dwsilunastuit
fnsleuaununarsningrs naansadaniadafiaeditldeon

“Enable tabbed conversations”

® Personal Page
W UFIWATI LT IWATUTUAIAIEINGD aada tUT

- My Account : meﬁLuaﬂaaaqu”uﬁl‘*ﬁ'lum‘mj”ﬁzjizuuslfﬁmu Lync 9
lasdn@azidnldanuonluld

- Personal Information Manager : 1u‘u§nmf: AURONUINIZUFAITN
137192991U3IUAL Microsoft Exchange %38 Outlook w5a'lal @ae
Suduldidonliud uazdonnuidusrsaziisanudnld Lync
W§AIU Calendar nia'lal 590896113193 Out of Office fazuss
LAaWU® “What's happening today?” 1ﬁﬁUﬂuﬁLﬂu Friends LLaz
Family, Workgroup a2 Colleagues 5ﬂﬂgd°qﬂ 9 nrsgunw il
Faauuas Call log aztAu 13 lunsasaanuneidan “Conversation
History”

- Location : ilumsurinmagfilanulusunudug

Recording Manager
Audio Device Settings
Video Device Settings

Dial-in Conferencing Settings

Always on Top

Options
Lync - Options X
Genesl Conversation window
Personal [¥]Show emoticons in messages
Contacts List e
Status
My Picture [VEnable tabbed conversations
Phones [IMake taf x
Alerts [JReopenm:
Ringtones and Sounds [ ] . . . . . . .
Help us impro
o o EEEEEEEE |
Office can co fotions about stabilty problems, system
File Saving antaratend |H ENEEN fon is sent to Mcrosoft to help us
mprove Offcs | I EEEE
[Wisign up for Leamn More
Lync can send| unters a problem. Thisinfo can help
Winoven] seooeut [ v]
Wiautomaticq | -]
L] Apply settings to incoming messages
Help your supf
Logsng Ly I
[]Also turn on Windows Event logging for Lync to collect troubleshooting info ~~ Learn More
‘Application window
[Minimize to the notfcation area instead of the task bar
Lync - Options -
Personal Signn address: | carlosa@q 1] | [ Advanced,
Contacts List
Statt [¥]Autematically start Lync when I log en te Windews
atus
My Picture []show Lync in the foreground whenit starts
Phones Personal information manager
Alerts r
finat 4 Sounde. [ Microsoft Outiook v
Audio Device [¥]Update my presence based on my calendar information
Video Device

File Saving

Show meeting subject and lacation to contacts in my Workgroup privacy relationship

Show my Out of Office info to contacts in my Friends and Family, Workaroup, and Colleagues:
privacy relationships

[V]Save IM conversations in my emai Conversation Histary folder
[]Save call logs in my emal Conversation History folder

Location
[8]Share my location info nith other programs Tuse

Show pictures
Show pictures of contacts
Clear this to turn off pictures everywhere in Lyne
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- Display Photo : thigmlidasniaiunwsainedagaade quaunindald lasiueTasminegnaan

® Contact List Page
LﬁanmmaﬂaNasl,mw%a;gamia‘naam

- Display my contacts with: IﬁLﬁaﬂ’j’lLi’lﬁlszLa@\‘lgﬂ“u 297878
va 1 A 1
HaasanIalal
- Order my list: lAlLaaaamzTansauaasanueinsaslsnn
- Show the information: LLamsw%agﬁmia ROIUE UBZNGN

NuTanfadatios

® Status Page

anflainaulizhedu Lyne tuuaaianusAugIwiguia

ﬁﬁazvl,iag' % AAUBUHIBNIITURAIRA 9 jﬁﬂmﬁu’iﬂ%%ﬂgﬁﬂﬂ
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fmiunmasinlunih aafidrayda miasaridunldledeg

2

PINLAT89 IR LEAIRDINETN Inactive WazdLAKNIM PRLEAITN
Away §1%78ANNIHANINTLATBININLYN ATIBTILLININUT
Wnanaunsadenulusanass lauazusadIanInyin Do Not

Disturb ¥inlsitaansiaus lidainaainacdaunladinis

(2 [ %

Haunn mamma:gnﬂ”m"l,ﬂﬂ'andaaa@mmﬁﬁ'uﬁ

Lync - Options

.My

General My picture
Personal

Contacts List

Status

My Picture

Phones

Alerts

Ringtones and Sounds

® Show my picture

Other people willbe able to see your picture. Sometimes when you change your picture, people
don't see the new one right away.

O Hide my picture
Don't show my picture to others,

Note: People might still be able to see your picture outside of Lync. Use Edit or Remove Picture to

Audio Device remove your picture completely.
Video Device
File Saving Ediit or Remove Picture
Preview
!,I = H
Contact picture

General
Personal
Contacts List
Status

My Picture
Phones
Alerts
Ringtones and Sounds
Audio Device
Video Device
File Saving

Lync - Options

My Contacts list

Display my contacts with
(®) Contact name and picture {two lines)

O Contact name only (ane line)

Order my list:

(®) By name

O gy availabilty

Shaw this information:

Contact name (nstead of email address)
Contact status

Favorites group

ok | [ cancdl | [ Hb |

My Picture
Phones

Alerts

Ringtenes and Sounds
Audio Device

Video Device

File Saving

Lync - Options
Status
show me as Inactive when my computer has been idle for this many minutes: 5 =
Change my status from Inactive to Away after this many minutes: 5 =

(@ 1 want the system administrator to decide - currently everyone can see my presence but this
® could change in the future

Show me as Do Not Disturb when I present my desktop

Show me as Do Not Disturb when my menitor is duplicated

Picture Page

Lﬂﬁwgﬂvlﬁmﬂﬁﬁ

A a % A
mmanInnaziiuglvasaniasidios wiagaugy
NN b 1aefLINaan Edit or Remove Picture

o o o . -
%Lm‘lﬂ g3RU1VB3 SharePoint Online TILIIRINTD




® Phones Page

#173U Lync Online %%A15bE eI nTawst
2197wl ld azr1u13nlFIInEI% VoIP 1Yinth weid
luauaadn13as Lync Server AeluuSun 151AaunIm

5 Lync \u Soft Phone wnisle

® Alerts Page

fNTUNIVI Alert Page azuaadiiiatnlasy
N15u39LAa% Notification lagtanizis1dn1stlaew
80141 Do Not Disturb 316316 89NTHEAIRT D bULEA
A . . ' A A A
W30UA4 Notification Law1znduAnNIIITzYRIBLNAY

FINIULYIN T

® Ringtones and Sounds Page

fsudaissnanTeenuuulds g 1anuiTm
wWiswFoauduwidnsduriuiuy Ringtone laviufl wiala

LREINIRIELIBNLTN LLﬂziﬂﬂ’J’mLiﬂﬁN’mL&ka Sounds
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Lync - Options ||

General My phene numbers
Personal Ciick  button below to add or change one of your numbers. To indude the number in your
contact card, select the check box.
Contacts List
Status
o WorkPhone... Indude inmy contact card
ty Picture
i) Moble Phone. . Include in my contact card
Aletts
Ringtones and Sounds Indlude in my contact card
Audio Dy
oo e Other Phone. . Indlude in my cantact card
Video Device
File Saving
Phone integration
Enable integration with your phone system
Phone accessibiity
Turn on TTY to use text to communicate over the phone fine. To get this working, be sure to
conmect to a TTY device.
[J Tum on 7Y mode Leamn More
Joining conference calls
Join meeting o from:
[Jiefore 1join meetings, ask me which audio device I want to use
Lync - Options -
General General derts
Personal [/] Tell me when someone adds me to his or her contact list
Contacts List
Status When my status is Do Not Disturb
My Picture © Don't show alerts
Phones
o O Shaw ondy conversation alerts from people in my Workgroup privacy relationshi
Ringtones and Sounds ® Shaw al slerts, but enly conversation alerts from peopie in my Workgroup privacy relationship
Audio Device
Video Device Contacts not using Lync
File Saving Note: People on your Contacts It wil st be able to contact you
O Block all invites and communications
®) Allow invites but block all other commurications
© Allow anyone to contact me
Lync - Options =
General Ringtanzs
Personsl Click to hear each ringtone.
Contacts List Callstor Ringtone:
Status
My Picture
Phones
Hletts
Ringtones and Sounds
Audio Device VintagePuise ~
Video Device
File Saving Sounds

Play sounds in Lync {induding ringtones for incoming calls and TM alerts)
Mute incoming IM alert sounds when viewing an IM conversation
[[JKeep sounds to a minimum when my status s Busy
Keep sounds to a minimum when my status is Do Not Disturb
Play music on hold

C:\Program Fies (x86) WMicrosoft Office\Office 15\et|

Sound Settings
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. . Lync - Options -
® Audio Device Page

o o v dq/ ) <& 1 6 o
fntunindl azslunisasanluduasdrlng | ==

A & o o & o & ;r“:::s E[ﬂ:)) G [Speakers (righ Definiton Audo Device) ~]
BIVIATI ﬂ?LiWI‘EQﬂﬂim@lﬂﬂ')ﬁluaﬂ 131019030 in ound: 0

' A ' o & = o @ A 5L vl ile Savin ﬁ Microphone | Microphene (High Defintion Audio Device) v]
ATIANAFIUNIWINNHUNT TINDINITUTUIEAULREI AL 1 —
a1y @TG @T pld| 8 nger Speakers r(]wgn Defiiton Audio Device)

Secondary ringer
[ Also ring: Headphones (High Definition Audio Device)
Unmute when my phone rings

Stereo audio playback
Allow steren audio playback when avaiable

Lync - Options ﬂ

® Video Device Page = Vieodevee

Personal Select the camera you want to use for video calls: Learn More

vJun15U5ua9a Video 611570 Webcam 137 -
v (% Audio Device

fIN1I0LAEN Webcam Laz@dftaniz laannvinanad

HP HD Webcam [Fixed] v

Camera Settings

Video settings
W] Crop and center my video in meetings

| | ez Optens =
® File Saving Page _
General Fie transfer
& & ' " ® :';:lm ‘ZT:Js;vs:)nmmenEWvREBEwEdF\\Es [ s
vrasimslewlwdiin Lync inlinmudndy | =
I i ' Phones ;:"“Z:mvmngs
vl o =2 o - o o ron
1391a 138 NI A RANITNGDINIT LA NIDUNTTENT | s | (oo e —
Audio Device

Video Device

LANIILWAN Lync Recording 9218150 Auas1uln

MIAUAALaAIBL TN

IM, VolIP uas Video Calls

nnfinan liluaeuusnit Lync sutrsfadadasnsnuuuiduniens 1w nmsviansnssanuny wialal

B X v 4 & a a4 ' ' ' ' =

\Jun19n13 1% Instant Messaging A b6 S9N98@ILUL BNNNTDAAGEREENTHI Presence 11lATi14n3a a9 G
AT1F9 UL Instant Messaging N1 Lync Awdlanlusunsuniag 1 udiwalui3asuas VolP, Video Call uas

A A o ' o A = % v &
LAIBINANTIININIWIINNUBY 9 ‘UGﬁ’]NWiﬂl’ﬂ\‘l’]%vL(ﬂﬂdﬁlﬂvLﬂ%
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Lync 2013 Basic b1 Office 365 Business Plan 3=Hu19#/13857 1ait¥inAy Lync 2013 1385 TWLAN L% A3

2

=y ] o £ I3 ada v o o a a =2 v
LTaNGdNUIsUY PSTN, ﬂ'?illu‘ﬂﬂ’)@Iﬂ tdwan drniudouatNuLAw a’]&l']iﬂﬂﬂi&?vlﬂ“ﬂ

U

http://technet.microsoft.com/en-us/library/gg425836.aspx

A Y]
5uMs 19911 Instant Message
1. lﬁﬂﬁﬂaaoﬂ%‘uﬁaﬂﬂuﬁa:qﬂﬁasJ

4 ACCOUNTIMG & FINAMNCE (1/1)

I i Jeff Hay - Available - Video Capable

2. ﬂ']ﬂx‘i@]ix‘]“ll’]ll“(]ﬂlﬂi%ﬂ‘i\‘]uiﬂ L3132 mu‘mmmamﬂq Lflmﬂmwmadﬂauﬂmmum ﬂ’]lﬁ?ﬂﬂl,ﬁﬁﬂﬂi

FUNUT W mmzuu sl,‘ﬂﬂfﬂﬂ Ignore

Options ¥ Ignore

a v a 1 { a 3 v v o @~ A [ A v o v v
3. WNNTEANY FINATUNLRUN Liﬁ%:L%%ﬁd@]id‘ﬂ’]Nﬂﬁa\‘iWMﬁﬂQ Tvadfe ﬂﬁl%Li’]E’J']L‘ll’]ﬁ%iﬁ]Qﬂ

AULIT T AOUNY ﬂ%@ﬁﬁé’@ﬁ@aﬂsag
W Jeff Hay - o x

o leff Hay
Available - Video Capable
Chief Financial Officer

Carlos Grlo 1433 12
Hello

Jeff Hay 12:36
Hello

Carlos Grilo 12:36
how are you? -

W Jeff Hay is typing a message...

! A

» JORONORC)


http://technet.microsoft.com/en-us/library/gg425836.aspx
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v a 2K o v AN v o v 6
'Ylﬂs] VBAINNIZNULIRAN LLE\I&'Uﬂﬂﬂx‘i‘llﬂﬂ?l’]llﬁ;ﬂﬂ’m'ﬂvl,ﬂiﬂ anmmammm%wm:muLmvl,ﬂ‘luiwamai

Conversation History 483 Exchange Online
Last message received on 13-0Oct-13 at 12:36.

LIRNIDEUNWIN BN 9 N lananonw lagazuaadiu Tabbed Conversation

o Jeff Hay A - 0O X
B et x B JeffHay
Hay In a conference call Inactive 5 mins
Chief Financial Officer
B Alan
Steiner
A
1

v

v v 0 f & o v a A aA s " v 1 a
mmaam‘saﬂﬂa ﬂﬁ']&l']iﬂ'ﬂ’]vl,@]‘ﬂuﬂ TTaafa Utenaaiian LLﬂvaN@]adﬁdLﬁJﬂﬂuvLﬂ&l']
8 Jeff Hay - 0 X%

ol Jeff Hay
Awvailable - Video Capable
Chief Financial Officer

FAQ.docx

Cancel

Last message received on 13-Oct-13 at 12:36.

QOE®®E

v v a

A > : o A . v . @
1 aamuwmquﬁmﬂ Lﬁ&ldLLﬂEﬁﬂLLGZ"J'NI%T]”I?@%Y]%’]L@U'JF]% ‘ﬁx‘]Li’lﬁ’]&l’ﬁﬂﬁﬂWﬂ@L%%ﬂ%




B |

Error in transfer

FAQ.docx

Error in transfer

@

Last message received on 13-Oct-13 at 12:36.

@@
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GROUPS  STATUS RELATIONSHIPS = NEW

4 Favorites
4 MANUFACTURING & PMO (0/1)
Sanjay Shah - Offline

4 SALES (1/1)
| Alan Steiner - Available - Mobile

4 HR & MARKETING (0/1)
Amy Alberts - Offline

4 EXECUTIVE TEAM (0/1)
q Greg Winston - Offline 13 days

ta

4 ACCOUNTING & FINANCE (1/1)
I i Jeff Hay - Available - Video Capable

LI%8

8. Dildndmiu immwsnguaunw ldnanoauniaug

Conversation

T4 e 4 e . a
%) @I']GL%Q\TT‘]% LI Lync Lﬂﬂﬁ]:ﬁ]@ﬂq&uﬂu Tabbed

]

Lw Conversation (3 Participants) A - 0O X
B Jeff Carlos Grilo
Hay Available - Video Capable
b e Project Manager
B Alan
Steiner

15 October, 2013
& Conversa.. %

(3 Participants) | We saved this conversation in the Conversations tab in Lync and in

the Conversation History folder in Outlook.

ﬂ You've left the call.  Rejoin -

QLO®®®

9. unzRsndAnyluntszguda dasdaifiashinnati uddufiamegaiss wisduwnafiflafddyniusd

wunuilasadnf Rejoin ¥inlw

lingaannadszgaly Lync lasanBondanauidhlulumadszgy

@ a EV oo a
LS’]E\T’]N’]‘EE‘IL"ll’]‘]J‘it“Iqjllaﬂﬂ‘i{le@Y]qu
Join Conference Call Now Using
(& Lynccall
Join Conference Call by Calling Me At
L Mew Number...
ﬂ' You've left the call.  Rejoin~
2 o .
i5umsl91u Audio Conference
1. ¥AINNALIIARY IM A1ANTT 2 AKLED LT189813150 Audio Conference law3au g nudndleun VolP

Tagedndi Lync Call



*‘ Conversation (3 Participants)

CALL

1
% Join Conference Call Now Using

Error Q.J Lync Call
t MNew Number...

Alan
Hi

Last m|

- ACKONOKO

Jd ]

=0 P

Press space to call, or press the up arrow for more options. ez

Chief Financial Officer

Options ~ Ignore

(3 o

‘ﬁdﬂdﬂﬁ%‘ﬂ%’ﬁ]wvl@]iﬂ Call 1713 slmmn Accept MNMNTWLAINUMITUTANY
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1 o 1 v A ot v
HADINN qauwmagaammmawaﬂ’nu Answer the call mmmmmmamﬂwuﬁ

t. Answer the Call Options =

LwifﬁLﬂuqﬂnszﬁuﬁuLﬁw%aams‘ﬂIWuﬁvﬁuLﬁmﬁu 188196t iPad

lgnore
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[ 2 Carlos Grilo, Alan Steiner 12:50
H

Alan Ste‘iner

Group Conversation

L Accept

Gooddaduuuikkikkk

3. 1¥a391n7 Call 3zlv TN InaILAazAKLLL HD Lﬁalﬁflmlﬂulm dunlFnusinausn WAzl
Y Qs =
N laniun

bm Conversation (3 Participants)

il 0:37

Alan Steiner

®0®®E T

TU3a83tna371 8113191135 Conference 313 uARLTWI1WININ Lﬁaﬁmazvlﬁl,ﬁfuﬂuﬁw“ﬂLfluﬂé'ﬂ 431
sunandnnae iengdinazlidawldun

mm@momsﬂ@Lam"l,uﬂ“l,vmﬁﬂwﬂuvluiﬂﬂvdmwaﬂ@Lam

®®®@@

5. dnTaniine amuzmaaLs'n,ﬁaﬁmsﬂs:“guaaﬂaﬁamﬂﬁmuamu: In a conference call 80 l%ai@

Carlos Grilo
In a conference call
Set Your Location ~
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ms 1% Video Conference

$#aIINNLI e aaINIThEI% Audio Conference VlﬂLLﬁ?LﬁﬂIﬁﬂﬁiﬂi:‘lg&lﬁu Real Time Waz Face-to-Face

& 2, . v X
INUENT TR L83 Video Call laaad

1. nauflazi3w Video Call lNaiFaginan wniin wazurInsaunsoly Tty Mouse over uslu

Video Call 2217 Video Preview naufis19zi5y Start Video Call

P Conversation (3 Participants) - B %

F.t:;,l "AG ﬂ

Thursday, June 21, 2012 -
Brian Crum 9:24 AM

2 VIDEO PREVIEW x
Bonnie Kear

what's up?

Brian Crum 3

Turn My Camera On

QO0®®®

a . < = a ) . v
2. @8an Start My Video LazasliullUl Face to Face TILINRINUITDLNNAWLLINILRERUNWILUY Video Call VL@]

INH9 5 ninaaluansaazuad Active Speaker mnslm'lu’hﬁﬁlmwu@nﬁaaaummﬁ%ﬁmuﬁfuﬁuﬁ

15 @
PARTICIPANTS
[ —r]
B Mt Aecen sl aw.- .
B G T sl dw | :
& Vvas A elLamw ¢ ;" ‘ / ﬂ
B Caco Micia Cl - e . - -’
B Lo A 4 sl amw ﬁ
B Cstrat - awm .

®00®0O B

3. Video Call 2849 Lync 3Tu&aInNNazidsauuy HD wazdfiaasntiuisnlauinda Smart Framing lagen
v ] { v v L= > v o L Ry U k3 1 J
wiiMagNnaaudIaeduaUaIg nssazRlNITIEaluNa waztilundaswanndauannii 1 audu

v l&/ v
vL‘.IJ NI VEYVBANNNIY
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M3 %911 Conversation History

|3 s 1 § v A 1
Lync 8137130LNU1U329@N13 Call Laz Conversation Yadudazsnedald TILINFIWINNININ Missed Call

lasths Bnriisimansnsnanaumaumnmondsle lageansi 0
L3} Lync - 0 %
What's happening today?
Carlos Grilo
Available »
R Set Your Location ¥
[ o
e M @
ALL = MISSED = CALLS
Sanjay Shah 20:54
Video Call
Jeff Hay 20:51
Video Call
Jeff Hay 2036
Phone Call
&b Alan Steiner; Jeff Hay 12:00
Phane Call
&% Carlos Grilo 27-Sep-13
Phone Call
Jeff Hay 27-Sep-13
Presentation
&% Greg Winston; Jeff Hay 26-Sep-13
Video Call
&% Greg Winston; Jeff Hay 26-Sep-13
Video Call
Greg Winston 26-5ep-13
Presentation
&% Greg Winston 26-Sep-13
Phane Call
View More in Outlook...

= -

Yy A A o v o A
ﬂTiGlGIfLﬂ5@\‘111@ﬂ‘l§7n\11‘14533~|ﬂ1~!@u¢]
A aa P A = AA o o & Ao @ = o o a & '
flagfamita Walafienufifindasnsafafienueinifdainislinawinldwiau g du Snnimnawls
mmsnﬁﬁl:ﬁfwgﬁﬁmﬁﬂﬁ ﬁdﬁfuﬁuLaaﬁaama:vl,smaathaLﬁ'alﬁmuaanmauyizﬂmﬁa Lync lasinfliaas
1389715%11 Coauthoring NI AILANTTUTS PowerPoint aufsmaunsadanunnizauaan lainion g nu

e IﬂﬂLiﬁLﬁUdLL@iﬂﬁﬂﬂ&l Share Content waztdan#LaasnedaInis lavuaadaanidu 3 §Iuad6

0N 1 LRAITBINTIRA LU TENAINTUTIAN9 9 LTW Desktop, PowerPoint, Whiteboard 1w
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.__! PRESENT ~ ONENOTE  ATTACHMENTS
¥ Conversation (3 Participg

m r) No one is presenting
el m O ¢ &

17 October, 2013 Desktop  Program  PowerPaint Whiteboard

Q&A

hi Pall

Manage Presentable Content

CO®Oe® - I

@A 2 : LEAINTLTIN% OneNote ﬁamsmﬂ'ﬁﬂiz"guimﬁu

X
‘ PRESENT ONENOTE ATTACHMENTS

¥ Conversation (3 Participd

i 9 B O
] m Shared My Notes
= o . Notes

17 October, 2013

Carlos Grilo

hi

Manage Notes

CO®OE -

' 4 ) o , \
@ 3 : uaaIn 1wl lWa Attachment GmmmminLL'u,‘uvl,Wﬁ‘laiaﬂauﬁﬁm‘iﬂiz"guvl@ R

8 §1N1I0RI WS

e lnguazss lanui

x
J PRESENT ONENOTE ATTACHMENTS

¥ Conversation (3 Participg

Bd .

17 October, 2013

Carlos Grilo

hi

Manage Attachments

CO®®® -

o

a9 Ui

& = ] =1
Selunvazidualuusaziiaas &

Desktop Sharing
v & ' A = &a ' @ ' & o o a P A
nmm@1aaﬂfmmsmunqwsanu"lsrj@maammmmnu wazudazARNIIUNUAKAEN Ty iianaune

v ' o A O . a A v o P o & A a A A oA a 4
Y‘!ﬂﬂu(ﬂE]\Tﬁ\?vlawa{ﬂuvl‘ﬂuqﬁiﬂu\‘liﬂuqﬂizﬂqjuNqiﬂ@]ﬂ LWﬂfﬂva@ﬂqdqu%uL@ﬂ?ﬂuuu HNIaNNITUNRIAD FUUALATID
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@'I’JQRL

wik uazennftazithladniugldnuia g 1 imaaninldnuiliaad share Desktop antipurludymil landas

1 a :
318 ¢ N

a A o o v o . . v a o
1. @an Share Desktop fm;dlmsmﬂi:’gm:"lmwamm “Accept Meeting Content ladnaausuriui

Ne one is presenting.

Presentable Content

&8 Me Desktop

‘ Manage Presentable Content

PRESENT (1) ONENOTE ~ ATTACHMENTS

CRIER =

= Desktop | Program  PowerPaint Whiteboard
A Pall QaA

®O00O®®

2 - 0 X

2. FRILRUNEIAUN LT TR0 ILUFAIAINTWAN1AE

S 8 oz | .o

3. dmiunihedseudniudszguiin szuaaIasnwauaNg
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W Comversation (3 Participants) "2 - & x

il 147

®@0®0® Ll

A‘ 3 v ] { ) v o U v N v { 4 4
4. eauknnaniziiuninlannadsveIaniithlaue dussndudasliauanidnunfinIasva e
un ludym wiavihezlstauluaiosenn assduunliien Give Control LaztianAnNLINGINTT

I¥nhanfanIasean

| Currendly presenting | Give Contral *

Give Contrel Autematically
Presenters
Carlos Grilo

Jeff Hay

A/ v N § v U v U a al v
5. @1auuwuiﬂﬂuﬁummmmmuqmﬂ?aavl,@m,m frdaansAnansliiaan Take Back Control

X ety

>

6. UNANIMILTIRINIEeRzLRaanAwlY inaansaveneldivinnuninaeaseg ladie g lasadnd

fl!&l”}.lf_l’]ﬂ@li\‘i&lll‘l_m‘ll’l’]
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W Comration (3 Participarts) " o- X

PP Pe—— @

o M

Cummentiy poesarting B Cavios G - I Contrel | e Comtol =

=5 - 8 X

Full Screen View

L Ll |

WURAIUULLANRNND

a a o a @ = A A A
8. ‘Iﬁialﬁ’]a’]&l’ﬁﬂLL?.IﬂE‘.IJ‘lIadﬂuﬂl,‘ll’li’.lllﬂi:?&lLL&Iﬂaaﬂ&l"laﬂ%u’]ﬁ]a%ud ‘HiaElaadvl,ﬂLwaLW&lﬂ’]iLLaﬂ\‘ma
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4. ladetuolniluvatoys Description AaTustazliusasuulad udazdnnguuntuaawinig

@Tummaaqm

5. waswlaldy
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'
v o

\WadasnsdUlnaalalianaeuiaiaaivasqms 1WaAn From Computer Afin Browse w13 wuaz

a

Aan Open

'
A

Wadaan15iNulaliann SharePoint 1%a&n From SharePoint L%ﬂﬂgvlamﬁ'ﬁﬁugﬂ \iangy uan

a

AdN Insert (sundigmlasiinaalalivesgmasluiinloduaguu)
6. 8N OK atuinMIasuuLlaIvaIgm
dqmbizeulalifidnnguuladuasgm quudUinfoulald uaziduasuduuuduiaununlaliids

21. Keep email in context.

(2

PULNLIIFRIANIUNLAN Li’lmawu'jﬂfmuﬁmmﬁaﬁammgju'am%‘a nMsRynaasaanuie b aslsa
B o va 4 A o ea A o = Aaa &
YBIINILTIVYINL uwuwnmﬂummaiﬂaamauauaﬂmi‘ﬂmmmmeLLa:LLﬂ“L‘nVLéquﬂﬂamaﬂﬁmaavl,ﬁm"n

LANNZRULYIN
d’ U Al ' L 6 LY o Qq: Q 1 ;
Wadainsiiunaadsanuie llas loduaasnlivindunanaseds Ui

1. wNwal néaa%wmwaﬂmﬁ"Lﬂﬂ‘avlmﬁmadqm

mainuel nassaninsvadled lddiloduesgmiandds A3A50ga Aenndnflng Keep

email in context Ui Web Part Get started with your site

Keep email in context.

WUYLRA HAIINNNADALARIIINADIIARNNLVDI LIAKAT AsLNRINITLURUN o BLuATBINDI
—_— q q

U

A °

v ai 1 a 1 A di ni U 602 d'l 0‘/' d'l 6 v
ARVILVDS L6 bel N ALNRFIHIUNRBIIARNILVDI kidAa TaN L TURAIVDI bditsis L&IE]QM@N"HE]VL"H@] n

U
A (P

Lﬁﬂﬂ%ﬂﬁﬂ:ﬁﬁﬂ“%ﬂ”ﬂﬂayjﬁma ﬂ‘?@LLiﬂﬁqufl@ﬂéawwmﬂ Qma:ﬁm@?’ommLﬁaﬂmmuaﬂsﬁunm

naw

wasnfnguadn Inaiud ladn Add it
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Site Mailbox

DESCRIPTION
ADD IT
The Site Mailbox app helps you keep email and documents close together by -

connecting your site to an Exchange mailbox You can then view your email on
SharePoint, and view site documents in Outlook.

amwlailald Web Part 189 Get started with your site 33n3iAnKeL NaaIaRNLVR

[
v o A

)
& °
PHIRINIIDTIN ARSI

1.1 U% Quick launch 1#@&n Site Contents

D

Home
Documents

Site Contents

# EDIT LINKS

1.2 U4 Site Contents l#Asn Add an App

add an app

1.3 VUK Your Apps Maan site Mailbox

Site Mailbox
Popular built-in app

App Details
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2. 1WRsuRennasdIaanang us Quick Launch (LANLAN)

o ~ =~ ' & o & ) A o '
WaIINfguAa UL NROIAARNILVDI b6 "I,ﬂmvlfnmaaqmum M33INRIA L gInaasaanue
9a9lodun Quick Launch aztiud sz lawinnn wwizaza ﬂlﬁﬂum‘fmuvlsmfmaqqmmmmLﬁwﬁa"lﬁama
318018 lasUnd $a991NN1TAAAIATILIN NEDIIANNILY aa"[mv?a:g n328'13U% Quick Launch

nolé Recent

s

Home

Documents

Recent
Mailbox

Site Contents

# EDIT LINKS

o

WWadaIn TN At laiuwel naeIaanuewadled U Quick Launch 1Avinaad

2.1 uu Jaldaiu lwadn Edit Links

2.2 aIN&IT Mailbox "Lﬂfi’d@i’nmuaﬁeﬁﬁqmﬁmmﬂﬁﬂdawaﬂmmfuuamimmsuu Quick
Launch

2.3 @8N X MIewINV0959T Recent 1ABLINR8I9@MNNBB8NN Quick Launch

Home

Documents

éhﬁs'll:ox

Recent

"5:7‘" »x X X

Site Contents

Drag and drop link here

@ link

Save Cancel
2.4 Q8N Save

3. AIAINADIVARNILVD LBGT

o a a ) & % & v & . <
‘Iﬂﬂ\‘l"ﬂflﬂﬂﬂmLWNLLaﬂ ﬂﬂaﬁﬁ]@]ﬁuqﬂﬂaﬂvlpﬁ@l vLﬂUGVL‘ﬁ@]TQOQMLLa'J mu@la%@avlﬂﬁ]szluﬂ'ﬁ@Nﬂ’]

NEDIIARNILUDI LTI qmﬁao@hLﬁummﬂ'Lﬁmﬂ%'al,ﬁmmﬁﬁfu
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3.1 U% Quick Launch 1#a&n Mailbox
o ' 12 & v ¥ a . . &
3.2 LaJanaaawvxmwaﬂmﬁgnamwuum l‘ﬁﬂﬂﬂ Mailbox 1% Quick Launch gﬂﬂi\‘i
PNIUUWAUN Exchange Admin Center Tiden Language L8z Time zone Ua3f

3.3 AAn Save Lﬁ'a@‘iflLﬁumsﬁ'\imﬂﬁiawwmwaﬂmﬁmaaqmiﬁm%ﬁu

Choose vour preferred display language and home time zone below.
Language:

English {United States) w
Time zone:

(UTC) Monrovia, Reykjavik w
save

Submit

PYUADUNTAIA1871 LTI UINDT 30 UWINFILLETIRY LA IRUAAINRDIVARNILV DI
"Lmﬂa%aaugsrﬁuﬁa ’ﬁa@’smﬁmm:gnﬁﬂﬂﬂ'&%qﬂﬂuluiﬂm%aam%nl,’%mi”ml,a:ﬁﬁ%al,f{]”waa

a o & A o & ' o
Suduvad ke Y IELITn qmmmsn‘lﬁmuvlsmmadqmmavl,ﬂ"l,@

& o o & 1 & o P , A L A P
LAAAAU @]E]x‘]ﬂ’ﬁLL“ﬁiﬂﬂE]\'ﬁ]ﬂ%QJ’]EJ‘IJE]\‘]vL‘ﬁ@]“IJI’]\‘IQMﬂUHﬂﬂﬂaul“ﬁﬁ‘ii’]vl,&l AaN Share ‘Y]&PJ

& g4 a d .a P [y a
‘].Iu‘ll’n‘lladvl,"m] ﬁl’muula"ﬁa%iaﬂaUﬂLNﬂ‘HaGuﬂﬂaﬂQmmadﬂ’liL"ﬁmv

U 9

d | SkyDrive Sites ... Dan Jump~ £F
€y SHARE |y Folow L4 swnc 4 EDm

4. Baldunasseananzzasloduasam!

%é’omﬂqmé’amﬂd 299ARNLY mvl,sn@ﬁa%auu“itﬁuﬁa Suldulanur
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DemoSite01 » [=; Site Mailbox App

@ search mail and pecple ol The "DemoSite01" site mailbox has been
all unread tome flagged & REPLY €6
» INBOX CONVERSATIONS BY DATE « )
. . DemoSite0
+ DemoSite01 X Sun 10/20/2013 5:45 PM
The "DemaoSite(01” site mailbox has been created 5:48p

Mow you can send mail to SMO-DemoSitel1 @cied5.on...

To: DemaSitel1 «SMO-DemoSitel] @cied3. onmicroscfi

Now you can send mail to SMO-DemoSite(1@
will land in a mailbox just for the people in this
DemoSite01 site to see for yourself.

To learn more, see What's a site mailbox and he

fwIuatnsltnuaunsadnsneazdoaiinidnlandd http:/bit.ly/SPOnlineSiteMailbox

51141 Workflow

=

o o s A . X 4 % & '
f1niuiiaainianiiulwlu SharePoint Online Aat3a9 Workflow d1qauiuiialna Workflow da
NITUIUNNITININIG Business Process LT MILAUALLEH NMITUANNAALAL WIaN1Ta%AALI0IA19 9 F WL

a A A A : o & . & @
LANRIINIDLNUITY L‘W9“(]"1]:@]@]@]’11]ﬁﬂ’l%:ﬂ']ﬁ;(ﬂ‘lla\‘ix‘i’]%ﬂiﬁ]’]%%"] SharePoint Workflow %%QﬂﬂaﬂLL‘U‘LII%‘E'JEJ

o '

Usendanatnaziyss@nsanaudszinnvines

u

Workflow

{

& e

Before After
Manual Method SharePoint Workflow
Manual routing can be A ShareP aint workfow
confusing and time-consuming streamlines and simplifies

22. SharePoint Workflow Aaazls

UnATNNILAUIN T TARLUA WA UENS NUFAITIMARENTZUIBM I T nae9 s


http://bit.ly/SPOnlineSiteMailbox
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Document
arrres

Document
routed to
reviewers

Anna
reviews

__ Disapprowves

Approves

v

Sean

% e Di
reviews RPRIONES

f
Approves

v

Document
accepted J
SharePoint Workflow tJuanwazi3snlnaioa lui@nsiuaanuidasingi g ﬁuﬁam@ﬂ’mﬁuamju
muﬁqmﬁﬁagﬂﬁ]qﬂu LTU ﬂ'ﬁagm”ﬁl,aﬂa'ﬁ Un@ouslranrinAdadansadtanas ia bRaaeY 368 ey
o A w v v A ' & o A A o & . & v o
L aANNINIANAILINFIDI IR nIEL FeluudazTuaanazdasdaninoiTasadund 1 andwly udddsls
SharePoint Document Approval Workflow nszuunsinaniazidusaluganinue s1ilasuisauuntassnag
LUV UIILA DN imﬁammmsnmuquﬁ’amzmumﬂﬁ
23. N3zUIBNIIIANI9TIA251% SharePoint Workflow
1335n1Wa31lw SharePoint Online Bt ulad awtnUINA® 8101I0Ld Version 2891330 IWaT LaNa b ua e
a & o \ ae caa v &
1auT3 wazlodnaaanty lauutaasnlnaindunlnasi
1. Approval : mm:é’m%’ufmaumaagﬁ'ﬁLaﬂmw%muﬁ'ﬂﬂ
2. Collect Feedback : ANIZENRITUIWADWNITLALAMUAALAUYDILONRITHIDIN WA b
3. Collect Signatures : lnanzdmindunawmadudnoiduddineauuanms, neiuniaiisale
4. Disposition Workflow : l#aNz@MILT%ABKNNITIAN TN VBILANAT
5. Three-State Workflow : LAANZ@RIUTUABNIAAAULATINT w309 U199 lasuadugy
AU
Y [ [ a ¢ 6 o [
10819 @51935nINa 3@ 1usuluan Leave Request

1. AuARGVa9 Leave Request

o 111 Add an App
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I Carlos Grilo ~ %

Shared with...
Add a page
Add an app

Site contents

® |3an Custom List Wazn3anTa L T1 Leave Request LazARN Create

Custom List
Popular built-in app
App Details

2. WuRadnaaNtlny

. . w0
Adding Custom List
Pick a name MName:
You can add this app multiple times to your site. Give it a Leave Requeﬁﬂ *® |

unique name.

e lauadnfi Leave Request Lian Settings

Leave Request

‘ add an app
SETTINGS | ABOUT  REMOVE
Leave Request MicroFeed
2 items
DS Modified & hours ago

® n3an Title

Columng

Modified 3 minutes ago

A column stores information about each item in the list. The following columns are currently available in this list:

Column {click to edit)
Modified

Created

Created By
Modified By

Type Reguired
single line of text v
Date and Time

Date and Time

Person or Group

Person or Group

uaziURewdu Description LaAEn OK

Marne and Type

Column name:

Type a name for this column, |

®  FIneANIANLAN launan Create Column WazasinaaNiadsiallh

Column Name

Type Require Remark
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Leave Requests Choice Y Choice

- Sickness (Personal)

- Personal Leave

- Vacation
Comments Multiple lines of | N
text
End Date Date and Time Y Date and Time Format : Date
& Time
Total Number of | Number Y

Days Requested

83149 Approval Workflow

\8an Workflow Settings Laziian Add a workflow

Workflows

Show workflow associations of this type:
This List

Select a different type to see its workflows.

orkflow Name (click to change settings)

SharePoint 2013 Workflows
There are no SharePoint 2013 Workflows associated v

SharePoint 2010 Workflows
There are no SharePoint 2010 Workflows associated v

o Remove, Block, or Restore a Workflow

2
7

\dan Approval — SharePoint 2010 m%"mviu Holiday Approval Workflow
Workflow Details

Workflow

Select a workflow template:

Select a workflow to add to this
list. If a workflow is missing from *Approval - SharePoint 2010

the list, your site administrator ollect Feedback - Shareroint 2010
may have to publish or activate it *Collect Signatures - SharePoint 2010 W
*Disposition Approval

Description:
Routes a document for approval. Approvers can approve or reject the document, reassign
the approval task, or request changes to the document.

*Denotes a SharePoint 2010 template.

Mame . .

. ) Enter a unique name for this workflow:
Enter a name for this workflow. T =
The name identifies this ‘ Holiday Approval Workflow l_

workflow.

Lﬁ@ﬂ“ﬁagamugﬂmwﬁmdn



Page | 199

Start Options

Specify how this workflow can be [] Allow this workflow to be manually started by an authenticated user with Edit Item permissions.

started. Require Manage Lists Permissions to start the workflow.

Start this workflow to approve publishing a major version of an item.

i Creating a new item will start this workflow.

[] Changing an item will start this workflow.

Next Cancel
A v a
® 138N Approver LLRIAAN Save
Approvers Assign To Order
Greg Winston & One at a time (serial)

& Add a new stage

Enter the names of the people to whom the workflow will assign tasks, and choose
the order in which those tasks are assigned. Separate them with semicolons. You can
also add stages to assign tasks to more people in different orders.

Workflows

Show workflow associations of this type:
This List

Select a different type to see its workflows.

orkflow MName (click to change settings) Workflows in Progress

SharePoint 2013 Workflows
There are no SharePoint 2013 Workflows associated with this list.

SharePoint 2010 Workflows
Haoliday Approval Workflow 0

8 Add a workflow

8 Remove, Block, or Restore a Worlkflow

4. Y5uudenasu Leave Request

o lUfinin Leave Requests Lian New ltem Wa ud Settings > Edit Page

I Carlos Grilo ~  ¢%
Shared with...
Edit page
Add a page
Add an app

Site contents

® @adn Add a Web Part \dan Media and Content > Content Editor > Add



Page | 200

Categories Parts About the part
3 content Rollup A [Ellcontent Editor Content Editor
[ i i .
3 Document Sets [BlGet started with your site Allows authors to enter rich text
L3 Filters [Elimage Viewer content.
3 Forms [EMedia web Part
[C3 Media and Content [Epage viewer
[C3 Search [ElPicture Library Slideshow Web ...
[C3 Search-Driven Content L3
. . v
3 social Collaboration

Upload a Web Part ~
pload a Web Pa Addpartto:Main

Add Cancel
o iindaysiidasmain’ly
Content Editor
1. Please submit your leave request by completing the form below and attaching any relevant documents.
2. Once Sumitted, your request will be forwarded for approval

3. Once your request has been approved or rejected, you will recieve email notification

® §an Stop Editing 1Nangam Uil

PAGE ’_FI

Stop Editing
Edit
v 6 v A v 1 dl v
e mazldwaiu Leave Request driimitasue azdslunyaaauaronald Approve

738 Reject

BROWSE EDIT

E a .n.D 2 cut [iﬂj ?

R Copy
Save  Cancel Paste AtFtﬁé:h Speﬂing
‘Commit Clipboard Adtions ~ Spelling
Home 1. Please submit your leave request by completing the form below and attaching any relevant documents,
Notebook 2. Once Sumitted, your request will be forwarded for approval
Documents 3. Once your request has been approved or rejected, you will recieve email notification

Recent

Leave Requests

Discription *
Site Contents “serptien ‘ L
# EDIT LINKS
Comments
End Date 12 AM .

Total Number of Days Requested * I:l
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@

¥ ¥ & o v a a5 .
KRANELHA N13I83713 Approval Workflow Bﬂ‘ﬁx‘l’]%%%@]ﬂdiﬂiﬂﬁﬂﬁ 5’JSJﬁGN(ﬂLLEﬁ$U‘]J SharePoint
_— U LT T]
Online 3z@a4 Activate Ataasiarelasluf Site Settings > Site Collection Administration > Site collection features

> Activate Workflows

24. 131@1N130&319 SharePoint Workflow tiwwasautaslansala
aAa v v a6 & o ¥ v ¥ A A a a ' .
wanINNUIWaa NI U bR R NIRRT n InaTnsutanld layldiasasdafiisunin SharePoint

Designer lag@18170a13% waa la W3 hitp://bit.ly/SPDesigner2013 a1u13adn®135a151g9 1w lan

http://bit.ly/howtoSPDesigner2013

msda31e Survey Online

M3&39 Survey faidufnaiiaman iamansassdiniu uwaslwaunas 9 anaaudowla lasldiasasiie

LianNnaIN®aI MIF3Y Survey BNNNIAYN LG 2 35A8 iU Excel Survey Waz SharePoint Online

25. N13&319 Survey Inal% Excel Survey
§IMILLINNT Excel Survey 3zatjlu OneDrive for Business 1ausnaisunugaunyldanluialagns

v LL‘]J‘]Jﬁa‘]Jﬂ’lﬂJﬁ]ZﬂiﬂﬂﬂdsL%%@] Excel

1. 1 OneDrive for Business Afin New Document Lan Excel Survey

ents |
m Word document
Drive @ of BEs| Excel workbook
ment d | PowerPaint prese
d a file
[d | OneNote notebo

pook for tes u Excel survey

v o

2. gPsenaslaunniag ammmzagjuuﬁ’m 29R0ANTIVBY Excel


http://bit.ly/SPDesigner2013%20สา
http://bit.ly/howtoSPDesigner2013
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3] C o

[ -] I game you bringing? g
Rabin Wakefield 8-5ep fruit leather
Codin Wikcox 15-5ep graham crackers
Roxanne Kenison 25-5ep bananas
Hugao Garcia 6-0ct Granoka bars
annik Stahl 20-0ct goldfish crackers
Bruce Keaver 26-0Oct oranges I

Every survey response is recorded
as a row in your spreadsheet.

First Name

Bruce

Last Mame
Keever

Which game?
10/26

What snack are you bringing?

oranges

v &

3. 18nUTNNVAIFRIAaUNGDINT WaLRSITHUTDURINITOUTS LMW

Response Type IE
Required 3
Choices 9/8

/15

9722

26. N1IAIN Survey Taal% SharePoint Online
v 1 U ] J
L ENNNIAFINI Survey KO SharePoint Online laaddalui

1. 8N Setting & uaziianadn Add an app

' Caros Grilo ~ {%
3 Shared with..

Edit page

Add a page

Site contents

Change the look

Site settings

Getting started

Office 365 settings

2. lunihvas Your Apps liaanlamau Survey > afin App Details



Page | 203

Home # EDIT LINKS

1] Office 365 Site Contents

Your Apps survey x
Apps You Can Add
From Your Organization 1 app matches your search

Manage Licenses

Your Requests

SharePaint Store
Survey
App Details

\Ran Add It

DESCRIFTION ADD IT
A list of questions which you would like to have people answer. Surveys allow you to

quickly create questions and view graphical summaries of the responses.

a Y

3. WWWTav89 Survey # WIBNNINLAzIBuAlUTa9 Advanced Options

Adding Survey

Pick a name Name:

You can add this app multiple times to your site. Give ita Survey 365[ ® |
unigue name.

Advanced Options ‘ Create ‘ ‘ Cancel |

4. @dnTaVa9 Survey > Settings L7aN Add Questions

Home = Respond to this Survey  Actions - Settings -
Motebook - :
Add Questions

Dacuments : Add an additional gquestion to this survey.
Tasks — .

1 Survey Settings |
Calendar b Manage questions and settings for this survey.
Recent

Mumber of Responses: 0

Survey 365

Site Contents

5. §WIUNIN New Question MAANWA1DN LazUszianvaddaay



Settings » New Question o

Question and Type Question:

Type your question and select the type of | UEATSHAA Microsoft Office 365 Tafiannaunnfian
answer.

The type of answer to this question is:

(J Single line of text

O multiple lines of text

®) Choice (menu to choose from)

(O Rating Scale {a matrix of choices or a Likert scale)
O Number (1, 1.0, 100)

O currency (8. %, €

O Date and Time

) Lookup (information already on this site)

O ves/No (check box)

O Person or Group

() Page Separator (inserts a page break into your survey)
O External Data

() Managed Metadata

Page | 204

6. #WIUEIU Additional Question Setting lAlRanindududeinaunia i uazdisuduvasfinavda i

Additional Question Settings . B .
Require a response to this question:

Specify detailed options for the type of .:::. Veg @. No
answer you selected.

Enforce unique values:
Oves ®no
Type each choice on a separate line:

Exchange Onlina

Lync Online (N
SharePoint Online
Yammer Enterprise W

Office 365 Pro Plus

Display choices using:
O Drop-Down Menu
® Radio Buttons

O checkboxes (allow multiple selections)

Allow 'Fill-in' choices:

O Yes @ No

Default value:

® choice O Calculated Value

& \ \ =
7. Laaﬂﬂﬁqﬂlﬂaﬂ’lﬂﬂuﬂ

a. ’IADIUANLAYN lasafn Next Question LLazﬁuﬁﬁagaLﬁmﬁu

b. fu&SASHUTeuLa? IRAAN Finish

8. @ Survey Naislulasadnfiunuinyaalduny Recent uazuss Survey TWnuaud

WUURAUDINIZARNT Respond to this Survey INBAULULROLD

(3 o

29M3 I@ﬂﬁaﬂau
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Home = Respond to this Survey | Actions - Settings -
MNotebook
Documents Survey Mame: Survey 365
Tasks Survey Description:
r el
Calendar Time Created: 7/13/2014 2:58 AM
Recent
Mumber of Responses: 0
Survey 365

Y q 4 a £ 4
w1 laEeedans luny leduoaus

ﬁﬂ%%ﬂﬁ;ﬂ%ﬁﬂ&lﬁﬂL‘ﬁﬂﬁdﬂ%'wmmﬁﬁaamﬂﬁ G28819LT % ﬁﬂ%%ﬂﬁ@%ﬁﬁ&hiﬂﬁﬂﬂﬁﬁd i L1a
Namshulaus wIeadladtes 'u'aUﬂ%&ﬁﬁﬂﬁmuL@"ﬁlmaxgﬂﬁ'@ﬂf,jul,ﬂuﬂaaLaﬂﬁumaaﬁﬂﬁiﬁﬁﬂﬂ'jw "SLAUENT
(Permission Level)’ sagnaitu dundasmslivisaudansluniserunomsdng g wladueas indeslwant
Aawiane Waidumsdszndaiia SharePoint Online léfnuamssnansuuneg 9 lumareniin Bsntnue

@ a al v v ¥ 1 o A A U . .
imuaﬂﬁ%mwmﬁ 38N "SAUANDIIUAY (Default permission levels)"
o @ d,, a o A &5a o A 1 . . . A ¥ v A
‘ﬂ?’ﬂﬁ]%ﬁ]:ﬁ]‘ﬁﬂ’]f_lim‘i_la‘nmiu@u‘ﬂ‘nuaglu SharePoint Online for Enterprise AIaunumMIltulnalfes

> = é
27. AINIINVDITZAUAND 11912919 SharePoint Online

Qfl

v a af L. o .aaflai A o [ & A a € Aa A o ' R K%
ICAURND (Perm|33|on Level) Lﬂuﬂ’]ﬁzi_ql’a’mﬂﬁ ﬂﬂaﬂﬁﬂa’]ﬂsuqsﬁ@ﬂ‘iﬂaﬁ@ I@]U&Jﬁ‘ﬂﬁ‘ﬂﬂ’mu@]md%u’] 1

WAL SharePoint Online @97
o a A:fq' L
ICAUANDLINAK

1 ¥ a o A A‘A‘ v . .
aT9ae lazatuszaUANTISNGRLL SharePoint Online

STAUANT Tgazidyn
muquwg\mm )Full Control) {i&n3 SharePoint AinfaulEouninue
AUASUAL sz@TﬁJﬁﬂ%ﬁa:gﬂﬁmu@iﬁﬁunéjuLﬁ']”'maa ldaunsaudlonseavle
2anuuy (Design) fusaasaaauaz lauSienans wiluwwa Fnudy wasaloade lWlsnudu'lad
e

\ a v A . A ° o A aA- o an
AUANSN AU Vl,mmagw SharePoint wgnnmummuamuhﬂa@lluw@l

uily (Edit) W uA L W8EAUTILNT @ LAY ailla LLa:auﬁagahﬁmﬁmzLaﬂsm

a v v a A o v a &
AUALINAT SZ@lUﬁﬂ'ﬁﬁQﬂﬂﬂﬁ%@lﬁﬂaﬁN RUITN LNIUY

aWuam (Contribute) Q Ly d1iaq LLa:aU‘*ﬂ”agaiuﬁa&m:mnmat

814 (Read) i wily uazaumemsluladuazlauienanndat)
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=S

n1TLT109Nd1n @ (Limited

Access)

vaaf q/;ﬂd'gvd waaf 9/;3:4. a o § w
JLAUANT NI DINING Aavzauaninsntan kiidwldauind Tapazyinla
o A . A 9 & A a A v & o a & P
dliwianduanunsnlongniivesiadnialaund e fsdayaniafianif
U Q’I v v v a U 1 1 a Q€
N1zbanza9 e lasnaldua Q‘lmzmmmLmﬁoaa@i‘v&%avl,amﬁvl,@ wal bl TEND
Wansaudlofadnialauns wduand madhdandina daninimuanidlidasls
Tumsddsmnemansndn
o a o Ao o @ o v A ' '
mldswnsamnuaszaudng madhiaidina nudldwiengulasass udinag
a 254 o o [y . ° £y A
ARUAFN TR NN IANUITNONTIALY ka2 SharePoint 3iN%Ua A13LENDIN

dna lgiduniknasniduang lassa lwifuns

ap‘l,ﬁ'@ (Approve)

LLﬁML‘ULLaZéJHLNQaﬁﬁW ﬁagaslmwmi LAZLONRIT
e

o a @ ' P en da A
@]’]Nﬂ’]lju@]uﬂqu 5’\137;&3\/@ JFNDU

AANTITINN AU T W (Manage

Hierarchy)

% 6 v U a 6
819 lrduazun buniin mayahaa@ WRZLANENT
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1. \8an Settings > Site Settings

! Carlos Grilo ~ &
Shared with...
Edit page
Add a page
Add an app
Site contents
Change the look

Site settings

Getting started

Office 365 settings

2. 7 Site Settings 16 Users And Permissions Afin Site Permissions
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Site Settings

Users and Permissions
People and groups

| Site permissions ‘
Site app permissions

3.  @8n Grant Permission

BROWSE PERMISSIONS

[ [ @

&S &
Delete unique Grant Create Edit User Remowve U
permissions Permissions [ Group  Permissions Permissio

Inheritance Grant Modify

4. lgFauszivuaszauinilagadni Show Options Lilarhiasausa haan Share
Share 'Project Office 365' *

Invite people . -
Greg Winston x  Dan Jump x  Alan Steiner x

Shared with

Include a personal message with this invitation (Optional).

HIDE OPTIOMS
W] Send an email invitation

Select a group or permission level
Project Office 365 Members [Edit]

Share Cancel
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o
&, Invite

YzHome BEboxl A0 1 Q Search for people, groups and conversations 2
Updat ol PP Praise
a catosGrilo 3 g BCE 5
GrOUPS ® 4 What are you working on? @
3
AN Company Top - All - Following (45) G-
Sales Operations 6
Molly Clark

Operations 5 &
a

Human Resources
Yammer 101 -
Quality Control 2

Reseliers

Q Browse Groups
== Create Group

@
o
Q
-

To Sales Operations

Our team had a great quarter - congratulations to everyone for their
hard work. #sales

Uke - Reply - Share - More « July 4 at 1004am
& Sales

& Alan Steiner fices this.

Kelly Krout
To Sales Operations and Alan Steiner
Caught up with the Alan Steiner at the Electronics Retailers

conference. Very excited about our new Smartphone Marketing plans!
#electronicsretailersconference

Like - Reply - Share - More - July 4 a1 10:05am

Getting Started
[

« Get Yammer for desktop
« Get the mobile app

Recent Activity 7

"4 Resellers.

g 'ulian Isla and Karen Berg ar
“* following the topic Expansio

Molly Clark is now following
topic Electronicsretailerscon

g 'ulian Isla and Karen Berg ar
* following the topic #M400,

j—‘ Sven Mortensen and 2 other

§aud 1:
§aui 2:
§aud 3:
§audl 4:
§ui 5
§uil 6:
§aui 7:
§ufl 8:

§IUN 9:

UN ATuY
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o ad %
waaILyITeNlTu
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a 1 A 1 6
meﬂﬂﬂiﬁumq@lumsam HUDIDIANT

LRAINEDITDANN AR UULUNUA

'
=

App Directory

4 new featured apps added to the|
Directory this week.

Try Yammer Now! X
Our new messaging app is
available now. Learn more

oo I

Search for People

& Molly Clark
m Jamie Reding
i Kelly Krout
' n Karen Berg

LEAINIUIILFDUNINABITEAN UAZNIUTILAOUD Y

LLaﬂaqﬂﬂaLm:n@;uﬁLLu:ﬂﬁ la alET’NSamnﬁmqmﬁmauﬁa’tnﬁﬁmﬁu
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Suggested People

a Diane Presoott

' Christa Geller
Add people to this network

Suggested Groups

T Cperations and
Business Strategy

MNorthwind Traders

95&"23

Follow

Fallow

Add

see al

Jomn

Jon

AauNLINASNMTEINU Yammerslﬁmﬁwmié'wL@ﬂiﬂﬂwa‘mq@ WaldynaunmuianeaziBuadiue
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Carlos Grilo

2. aan Edit Profile

c # Edit Profil
Carlos Grilo e

Member /

3. ﬁﬂﬂ?iﬂiﬂﬂﬁ@ﬁﬂl%ﬂﬁu’mﬁq@LLﬂz'ﬁ’]ﬂ’liﬂaﬂ Save

« Back Home

Basics
L Basics
= Profile _
=] Password First Mame: karlos x @
th Org Chart Last Name: Grilo
B Networks Email: carlosg@cieth3.onmicroscft.com change

D) Account Activity

Photo:
b Browse..,
#* My Applications < I 4

= Motifications

(-
£+ Preferences

1. aman1s Notification 2a9a1L09

o
= 3

s a @ \ : . p . v ] v & a a v A
‘Iﬁ’]ﬂLi’]WdLiNﬂ’ﬁl‘N’]% agauaIn1 Notification aag 'J’]FL“LLTINY]’NIQ LLa:LﬂWUE]QmLU‘i.Il@Wm’Ji;Jﬂ’]iLL’Nmﬂu

Tag'lUfiwny Notifications



= Back Home

AL Basics

Profile

(=] Password

th Org Chart

# Networks

€D Account Activity
# My Applications
=¥ Motifications

£+ Preferences

Notifications

To change your Notification Settings, please select a networle

¢ cieth5.onmicrosoft.com
Activity Digest
Send me a digest of message activity:

Email me when...

1 | receive a message in my inbox

[ There is new content in my Home Feed

M get new followers

Ml 1 install a new application

M leg in from somewhere new

M post a message via email

M| Someane invites me to a group

W] someane likes messages | posted (daily)

W] Someane modifies rmy org-chart (daily)

W] someane requests to join a private group | administer
W] There are new suggestions for people to fellow (weekly)

bl Ti ps and important updates about Yammer features are available

waadumsldau Yammer

Posts

2. 35lwadanuzangn (Update)
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1 U Qs a A U
maansanditulaidsaasnlarud lasadn Share an Update $aisiaansnazlnaddaniny, uunlng

a [

3@laa1n YouTube w3alndlanansaneg lalwaaudsdns wisslinadn aad

1. @&n Share an Update

L3 Share an Update

2. Iwadeanny B3alanaINeuINwTs wazat1aunan Post
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LA Share an Update & AddaDoc/lmage Bl PostaPoll More «

L Jeff Hay Notify more people...

Share Yammer E-Book, Download Now
httpy/fwww.youtube.com/watch?v=MMEcWMIf1uY

x
Journe...al.pdf 93% (uploading)

Yammer: Transforming the Way We Work
wwwyoutube.com

The world moves fast -- and companies need a new way to work
together to succeed. By breaking down barriers and fostering open
communication, Yammer helps teams better collaborate, empowers
and engages employees, connects organizations, and makes
businesses more agile.

[ Mo Thumbnail
Add: @ File ¢ Topic A Yammer 101

Top - All - Following s 8
Carlos Grilo =
To Yammer 101 and Jeff Hay

Share Yammer E-Book, Download Now
http://www.youtube.com/watch?v=MMEoWMIf1uY

Yammer: Transforming the Way We Work
www.youtube.com

The world moves fast -- and companies need a new

2 ¥ l
: n way to work together to succeed. By breaking down

barriers and fostering open communication, Yam...

Journey to Working Social
Uploaded to Yammer 101 = Files

Like - Reply - Share - More - 10 seconds ago

m Write a reply...

3. mnﬁmﬁzq%avlﬂuiwaﬁ UTIN Yammer wazludiuaeny
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Carlos Grilo on Yammer <notifications@yammer.com>
Sat 10/12/2013 1:30 AM

To: W Jeff Hay;
® To help protect your privacy, some content in this message has been blocked. To re-enable the blocked features, click here.

® To always show content from this sender, click here.

Unsubscribe

Reply to this email to post a response on Yammer

Carlos Grilo
in Yammer 101 group, October 12 at 1:29am

Share Yammer E-Book, Download Now
http:/www youtube com/watchv=MMEoWMJFTuY

cc: Jeff Hay

(1 document included in post)

View the conversation or respond to Carlos Grilo by replying to this email.

4. wNARINMINEUNAY 81dTaaaunaU lariun wIauwy IWe ludre ldituwnn

Carlos Grilo #
Te Yammer 101 and Jeff Hay

Share Yammer E-Book, Download Mow
http:/fwwwyoutube.comfwatch?v=MMEaWMIF1uY

Follow

Yammer: Transforming the Way We Work
www.youtube.com

The world moves fast -- and companies need a new

G way to work together to succeed. By breaking down
% barriers and fostering open communication, Yam...

Journey to Working Social
= Uploaded to Yammer 101 » Files

Like - Reply - Share - More - 11 minutes ago

i Jeff Hay replying to Carlos Grilo: <

- - - -l .- -
HAUALUATY HHENFITaILELNUINAELTSAIA T

Dan Jump Motify more people...

[ | <
Busine...et.pdf 33% (uploading)

@ AddFile Post
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3. F5lnaddaanalldonga
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he

1. 'lUf Inbox dude

H Carlos Grilo Inbox

# Home
B4 Inbox 1 Search Inbox Search
Groups ® lInread Messanes (11

2. luguuuﬁwumawﬁﬂu “Create Message”

Create Message

tﬂ' v 1 J v A ' li' ¥ a 6 v =) ¥ v 6 v
3. LWaNBIANNLEAIT AN I%LﬂﬂﬂﬂQNﬂLi’]@lﬂ{iﬂ’]i, WUNDaAINN ‘Vﬁa(ﬂE]\'iﬂ’]iﬁz‘]ﬂﬂiﬂ']dﬂ%L‘ll’]vLﬂl%IWE‘T(ﬂ@nEJ

dq’ Q 6 A U Qs U ] k2 1 Qs
wananisInuy Indnseaanivalna ldizunn

Create a Message b

4l Post in a Group L Send Private Message

A Yammer 101 . \

diafmdu wodoumuismsias Poll sy

L Greg Winston Motify more people...

Add: @& File f Topic

4., ARINNIAINES TUFAITDANNERIWINTUTo8LE

° Your message has been posted to Yammer

101. s

4. 35Twaduadg1329 (Poll)

o

mananIalnadrad e laie g Mlunduiudanufaiuadiely 6
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1. @&n Post a Poll

G} Share an Update & Add a Doc/lmage | B PostaPoll| More =

What are you working on?

2. nIANFIDNN waz@LRan Li’Tﬁ’]&l'ﬁﬂLaaﬂIWﬁ@rNﬂﬁ’ﬁ'ﬁlLﬂW’]Zﬂé}'NVL@T wadnisuuTaslindn
“Update”
G Share anUpdate @ AddaDoc/lmage B PostaPoll More »
Notify specific people...
anaauusaislwidu Office 365

Exchange Online

SharePoint Online

Lync Online

Yammeri ®

Answer £

Add: @ File o Topic Post to My Colleagues ~

Carlos Grilo =
" To All Company

a amgauuimebndu Office 365
Exchange Online

SharePoint Online

-

Lync Online

Yammer

0 total votes - See Results

O0CO0O0

Like - Reply - Share - More - 10 seconds ago

m Write a rephy...

3. Qwa"l,@ﬂmmiﬂﬁn “See a Result”



Page | 218

Top - All - Following .

i Carlos Grilo
" To All Company
= angauuinemule Office 365
Exchange Online

0%
SharePeoint Online

0%
Lync Online

0%
Yammer

I, 1 005
1 total votes - Vote - Reload

Like - Reply - Share - Mare - 50 seconds ago
m Write a reply...

5. ﬁﬁfwaﬁmqmstﬁ (Event)

o [

& A e o = o &
Ls'\a’]&niﬂiwa@]\ﬂu ‘ﬁialfﬁ(ﬂnqi VINIRISNINN VL@N']?J 3%

1. \8an More > Post an Event

L1 Share an Update & Add a Doc/lmage B PostaPoll More ~

P Praise Someone
What are you working on?
™ Post an Event

/

2. szyfenu, Jufl, e, ilnu wazuaziBuadng g uazatduadn Update
L1 Share an Update @& Add a Doc/lmage Bl PostaPoll More =
Naotify specific people..

Round Table

[October w|[12 v][3:30 pm  ~|[2 hours v

Meeting Room 1

Description

Add: @ File 4 Topic Post to My Colleagues ~
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Top - All - Following o I

. Carlos Grilo s
To All Company
Round Table

12 Saturday, October 12, 2013 3:30 PM  SE Asia Standard Time
Meeting Room 1
‘You haven't responded yet. RSVP

Like - Reply - Share - More - 30 seconds ago

H Write a reply...

6. 35Tnacauza (Praise)

o a 3 ) : A v & = Yo o A =]
sLﬂTYn@ LNNagInNTwT Wmlﬂi“lj’:lElmaa{ﬂulj’]lw,ﬁ‘i"i] Lﬁﬂﬂ’ﬁ“ﬂﬂugmm’] Lﬂuﬂ’]il%ﬂqﬂ\jﬂﬂaﬂqﬁﬂu\ﬁ

v v a J
anane mmmmmauqm‘lmm A%

1. @&n More > Praise Someone

B3 Share an Update & Add a Doc/Image Bl Posta Poll More -

Notify specific people.. E Praise Someone”
f Post an Event
1 Amv Alhﬁrh: 2 Allie Bellew 1 GrPln Winstor
2. \RenyanaNIzTaun M WiDuNIaNTanNUTUTN LazatnauARN Praise
B Share an Update @ Add a Doc/lmage Bl PostaPoll More =

Natify specific people..

L Amy Alberts AL Allie Bellew AL Greg Winston

= = i " Type to search for res
U FRYUAMAT A RUIULASIANS
4 .2

Add: @ File 4 Topic Post to My Colleagues ~

A A = a . A A o o v
3. auduNRURINTNARN Like RIDTUTY Lﬂummlﬁﬂmmuﬂu
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Top - All - Following

_ Carlos Grilo

It = To All Company, Greg Winston, Allie Bellew, and Amy Alberts
-

“F; ow | praised Amy Alberts, Allie Bellew, and Greg Winston.

| LB UrauAMITIaMARIUIL TASINE"

Unlike - Reply + Share - More . 30 seconds ago
o Vou like this.
2 Jeff Hay
ﬁ fludifiuiusaas
10 seconds age - Like - Reply - Share - More
—
m Write a reply..
People & Groups
[3 ¥ ¥ 1
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1. aawﬂé'hamamju Yammer 101 aan Add Member

All Company g C3 Sharean Update & Add aDoc/lmage Bl PostaPoll  More ~ +2 Add Members
Yammer 101

Share something with this group...
Human Resources 5

Q Browse Groups ‘ Carlos Grilo
=+ Create Group KN To Yammer 101 and Jeff Hay

oiow | Share Yammer E-Book, Download Now

% Networks - http://www.youtube.com/watch?v=MMEoWMJf1uY

Yammer: Transforming the Way We Work

l ' www.youtube.com
3 The world moves fast -- and companies need a new
way to work together to succeed. By breaking down
barriers and fostering open communication, Yam...

Inurnav ta Warkina Snarial
' '

v 1 13/ a 4 a ¥ a 3 v 1 3 v
2. UEAIRINANDWN RUWTaRINTNNAaINTIAN WaziRan uﬂﬂﬂ%%ﬁ]:ﬁ’]&l’ﬁﬂL"ll’]&l’]l%ﬂq&lﬁvl,@]

Group Members 2

danj

B danj@cicthS.onmicrosoft.com
® Jeff Hay
Member

Greg Winston  admin
Member

Alan Steiner
Member

Alicia Thember
Member

Allie Bellew
Member

Amy Alberts
Member

Anna Lidman
Member

= ° A & vl d
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1. 8enunu People

L Add

Peaple

Groups

Files

Apps

Account -

A li. v lil a v . dl " v a v
2. \Ranaufidadns Follow wnlasninfaauudliazuaas Following winlasii lidasnisdaanaladin

813130 Unfollow la@tgunu

People Directory

Al T A

People

A |
o

<

10. 3%!.1’[’15";&uama%ﬁ"aaanmnmju

B | C D E

O Alan Steiner

O Alicia Thomber

O Allie Bellew

O Amy Alberts

Joined On

Sep 23, 2013

Sep 23, 2013

Sep 23, 2013

Sep 23, 2013

Followers

-
I E I N

+ Follow

+ Follow

+ Following
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1. Wfuou Group

*L Add People | Groups | Files Apps Account -

(3

2. 15an All Group nasNtBAaNNENNGBINT WazAFNLY Join

Groups

Create a group to work together on any project, team or topic.

To work with people outside of your company, create an external network.

My Groups All Groups

‘ Suggested Groups

Al ' A|/B C/ D E|/F G H I|J/K/L'M N O P QR 5 T/ U|V W X Y Z

Groups Members
Yammer 101 24 Ve
Learn more about Yammer! Ask us a question about how you can use Yammer. Yammer basics can
be found on the Yammer Learning Resources page.

ey Hgn_ﬁan Resources . . . 24 + Joined

ﬁh This is the HR Group. Come here for the latest information on benefits, health services, careers, and
community involvement.

| | Morthwind Traders 9 / Joined

This is the Northwind Traders Account Team Group. Come here for the latest news, posts, and
resources relating to this customer.

This is the Contoso Sales Group. Please come here and check out the latest news, posts, files, and

more.,

m SmartAEC 3 S eoeT

3. mnﬁaamiaanmﬂnéuﬁfu sl%”'l,ﬂﬁmjuﬁfu LLazﬂﬁnﬂuﬁmquuumwmn Join 1Ju Leave wazvinnnsiinei

iﬂaaﬂmnmju
Yammer 101
Public Group

Learn more about Yammer! Ask us a question about how you can use Yammer.
Yammer basics can be found on the Yammer Learning Resources page.

Conversations Files Notes

11. 35 Tag yaaalulwas
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ﬁ Carlos Grilo replying to Carlos Grilo: <
= _ B Acce
Neotify additional people..
s
wavmmumdy uxlldonmmnannmmn @g| o

@ Add File

H Carlos Grilo
]

t Christa Geller ]

& Eric Gruber

2. flai Tag ldus Walsn Mouse over fidalan azuaadntingnstiasinigae Follow aunundalil wiaay

g
'.':‘ Greg Winston
|

sataa NNl U

Add: @ File & Mote
Greg Winston =
- Member

J Groups: Yammer 101, SmartAEC, Human
Resources

Email: gregw@cieth5.onmicrosoft.com

H Carlos Grilo Send Message

cc: Greg Winston L E——

waumniasy salldlanasnanAns Greg Winston
50 seconds ago - Like - Reply - Share - More

Communication
12. 75 Chat nuAARD®

. o X o . . oo & . o &
Aauntniinazlwad luniinaaas walaansa Quick Chat uuy IM loviud lasftuaawine g s

v ' v v 1 [ 1 ' v IJ a v Y
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Online Now [ - S
Search for People

People

C‘E Greg Winston

L |
(\.; Amy Alberts
b
B Jeff Hay ®
a Allie Bellew

&

§

Alan Steiner

& Alicia Thomber
-

a Julian Isla
oy
m Jamie Reding

m Kalh: Kroait

2. WIRIN13D IM muﬁm@umﬂmaﬂ LRZHIANNIT Chat NUARAKIIWIWNALA L lauaRnn
: Hello
ﬁ 4:13pm Oct 12th

T What's up?
AA4pm Oct 12th

13. 35 Invite au1BnLNaL NI b lTie
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1. &%19 Note lag'lufiuny File tian Note



+4 Add People

2. d@n Create Note

W Recently Accessed

Documents Motes Images

Mame

Groups

Videos

Files | Apps
Official Files
Group

Last Updated By

Page | 226

Account -

Last Updated On

3. immanInaii Note lasndsaudwdnundouinnuldwion 9nn uszdiaaningladniilasuiasslnu

11

Posted to All Company » Notes

@ Yammer 101

Last published 30 seconds ago

NomalTexv] B I U & =3

Stay In The Know

and keep moving.

Hint: Multiple users can edit this Note at the same time.

Network
14. External Network

ikt @ P & F

With Yammer, you‘re always connected to coworkers, information and conversations. Tap into your network
to find exactly what you need and discover things you didn't know to quickly make decisions, get work done

Publish

@ View Published Version

Current Collaborators

F Carlos
m Currently Editing

Grilo #

O Highlight my changes

© 2013 Yammer
English (US) - Start Translating

Privacy « Terms « More ~
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Carlos Grilo

# Home
B Inbox 2

Groups (3

All Company 5
Yammer 101

SmartAEC

Morthwind Traders

Human Resources
Q, Browse Groups
4= Create Group
® Networks -

cieth5.onmicrosoft.com

Browse External Networks

|[Create a Mew Network

2. \d@an External Network w%auﬁmum’ﬂ,ﬁflumjwﬂmﬁaLfl(ﬂ

Create a New Workspace i
Internal Group External Network
To collaborate with people inside To collaborate with pecple outside
your company. of your company.

Network Image I m

Network Name Yammer Partner Mame is available.

Description

Permissions

@ a Open- All network members can invite new members
O a Closed- Only network admins c2n invite new members

[ Allow ciethS.onmicrosoft.com members to join without an invite

Create Network



ﬁ Carlos Grilo

#M Home

B3 Inbox
Groups

All Network

Q, Browse Groups

=+ Create Group

$ Networks +

# Admin -

53 Share an Update

& Add a Doc/Image

What are you working on?

Top - All - Following

*L Add

B PostaPoll  More

ﬁ Carlos Grilo has created the Yammer Partner external network.

Like - Reply - Share - More - 10 seconds ago.

]

rite a reply..

m3l¥au Yammer uu Mobile

4 v L4 ] J a Q v . . .
wWalwmslfnuinedu isusaailnaauennaiasi Yammer l@31n i0S, Android waz Windows

A v o
Phone G303 lavinnng

o

a A Voo a
@ﬂﬂma’]&l’]iﬂ@]@@di@‘ﬂu‘ﬂ

q

Platform

iPhone/iPad

ﬁ Jenny Liu

ﬂ Jenny Liu

there wil be a few additions
10 the Fall campaign. Can we add these
items to the website catalog ASAP?(1
Shae attached)

Iig Allison Brown
Good news, we are opening a
new manufacturing plant next
quarter 50 we'll be able to ramp
Up on production. We should.

W Reply & Like

For Monday's te

People

Groups  Files  Apps Account ~
Getting Started
80%
« Complete your profile
eople to this network Add

Network Resources

Netwaork admins can post files and
Notes here for quick access by
everyone in their network. Upgrade
your network to become a network
admin.

Upgrade Your Netwark

Related Networks
Cieths.onmicrosoft.com (parent)

© 2013 Yammer
English (US) » Start Translating
Privacy « Terms « More -
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Android s

SAMSUT

ﬁJennyLm

<) Marketing
Looks like there will be a few additions to
the Fall campaign. Can we add these items
10 the website catalog ASAP2(1 Share
attached)

ﬁi Allison Brown » Product Development

Reply - Like

Windows Phone

ADVENTURE WORKS

Conference Pl

& Jeff Phillips
o Co

Y
mMaun

¥ v U U & =) ] . A a 1
IuUﬂﬁLinL@L’%'ngﬁamﬂmm Yammer Ga1dluusnislnsiaag Office 365 Ginndaaindszlomiuaziay

% NNTAANTAIBLNE SAuhennnlasldans Social Network 112 9lUiiu Facebook #3a Twitter ﬁ@jumﬂ e

'
a v

Sudulalaisn Snﬁ‘uiaﬁaﬁuﬁﬁ'w‘]nasi'ml,flumww:mﬁlu "szmmmﬁq@aanvl,ﬂvlﬁ anns Ll dlawanuisITas
gl



Page | 230

Chapter 9 quaszuy Office 365 avauips
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Office 365 Admin Center

‘lud’muinﬁﬁgLLaizum:"l@TLaaﬁa AU1NINITINAIIANTT Office 365 Ni3un3n Office 365 Admin Center
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NINIINVUDY Office 365 Dashboard

ffice 365 admincenter e

dashboard

1 prise!

n a
e
b oad the iatest versicn of Office
Getinformation on Yamemer

ervice sett sarvice overvie 2 esoUrce

— Working with domain names

' current health Setting up mabile devices

service health

Setting up user permissions in

1 e
e I <R Senvice restored = SharePoint
rvice requests I Exc Mo issues
service requests
Mo open service requests I identity Serice No issues
I Lyne Meis
nactive ama dynarnics CRA
1 Office 365 Per Me
sers hawe not signed in for 30 deys or mone Resource center for Dynamics CRM
Ic Me i fues Dynamics CRM marketplace
mall aretectan
all orotectio I s
5 messages received, O blocked by filteing.
| Service intermupted =

center wiew details and history

Mo new messages in the past 7 days

o0 e rTenance 3
il

T0F11/2013 3:00:00 PM - Shar

ctaber 11, 2013 to &00 AM

Ut 3 SharePoint Online will be
undergoing planned maintenance. [Potential userim

wiews details




Office 365 admin center
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| Search users, admin tasks ant }3‘
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DASHBOARD
[ :

SETUP
P USERS
CONTACTS
GROUPS
DOMAINS
P BILLING

P EXTERMAL SHARING

-

SERVICE SETTINGS

REPORTE

-

SERVICE HEALTH

-

SUPPORT
PURCHASE SERVICES
MESSAGE CEMTER
TOOLS

A ADMIMN

Exchange
Lync

SharePaint

Manage your organization

setup

Set up your services
Activate Yammer Enterprise

oilling

Manage and buy subscriptions

users and groups

Add new users
Reset user passwords
Assign user licenses

domains
Manage domains for your website and
emai

2

current health

SharePaoint
Yarmmer Enterprise

View details and history

Mo issues

Mo issues

Mo issues

Mo issues

Mo issues

Mo issues

planned maintenance

1042272014 12:00:00 AM- Identity Service
Add care.corp forest to MMSSPF Scope. - Under Review

view details

]

1 { \ 9 { o A , o v o
ﬁ?%ﬁ 1:Navigation bar ZUFAITDINIEG LﬁaL”lnvLﬂﬁﬂlLN\'iﬂ'ﬁﬂ'JUﬂiN ‘ﬁdlui’]ﬂﬂztsﬂ@]ﬁ]:ﬂa"l')luﬂ"l@]unﬂiﬂ

&% 2: Manage your organization 3ZULRAITUAZLDLATAINIIRAVITZUL

- Setup

WEAINIAAAIbLARzMTIALSANT TInfemsidansle Yammer Enterprise
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- Users and Group uaadgasvniaalunmaingldnulng, uisiaruuaziia lamuedyldng
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891198 kNS Setup Microsoft Office 365
[a Y | SETUP

quick start extend your setup

e fast track to getting
frent running

* Share documents and collaborate
* Use web conferencing and inst
+ (Create documents by using Office applications.

* Deploy federation services for single sign-on.
= Configure hybrid environments,

‘ Start Advanced setup

Tagazusaanidn 2 #IuA0

1. d2% Quick Start
Hogauatzuulunifiaas Office 365 UULINBLAZIINT AdudnIeT LY THlTnuuazndasannany

WaimaAnd Start azunngaszy TWisudenszwinslaunas Office 365 wialawuvadinias

Choose a domain

our email addresses. You can continue to use the domain you created when
M), O YoUu can use your own domain

Select the domain you want fo
you signed up (O3658izFremiu.

rosoft,

Use 0365BizPremium.onmicrosoft.ecom Why should | use this domain?

@ Use your own domain Why should | use my own domain?

o

WINI RN LALUUDILTILEY AENUNLNTAIANG1E 9 Aadh
O Specify a domain and confirm ownership
mdaszylaniuzana welw3inlu Office 365 laudaarinuad MX n3a TXT record fi

DNS “IJENI@LN%L%N“IJE’NQW
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basic setup

Follow these steps to move your organization to Office 365. crange domain

J| Specify a domain name and confirm ownership

Before you can use your custom domain, help us confirm that you own it.

2 Add users and assign licenses

Create users and email addresses for this domain.

3 Set the domain purpose and configure DNS

Choose how you want to use this domain and create DNS records.

4 mport user data (Optional)

Learn how to migrate your existing email to the cloud.

l:) Start using your services

Learn how to manage your services, install Office applications, and get your users set up.

€

eQe
=be

UADUG

1. NYaNTalaLNLu mvl,ﬂl,mzﬂﬁnﬂ‘u Next

type a domain name

You can only add domain names that you own. If you don't already «

cancel

2. WINYINNNIAIAN MX %38 TXT record waal#vinn1sadn Verify a9zuuazldiiandszanm 5
a M o oa < & @ ' % A A o a af o
W wei lduAin 72 miuwuagﬂmmaummaﬂ@Luu watdunsiuguwandnisidudnives

Tawun

See step-by-step instructions for performing this step with: {DNS hosting pravider]

done, verify now continue later

O Add users and assign licenses

URAILIINIINIILNN QI%OW%LL‘]J‘IJ&’] &



basic setup

Follow these steps to move your organization to Office 365. change domain

‘] Specify a domain name and confirm ownership

Before you can use your custom domain, help us confirm that you own it,

2 Add users and assign licenses

Create users and email addresses for this domain.

3 Set the domain purpose and configure DNS

Choose how you want to use this domain and create DNS records.,

4 mport user data (Optional)

Learn how o migrate your existing email to the cloud.

5 Start using your servi

Learn how to manage your services, install Office applications, and get your users set up.

a

o s
Tasiauaana ik

How do you want to add users to ?

Add users so they'll have user IDs like user@. If you've already added users, you can just update them. Learn more

(O Add users one at atime.
() Bulk add users with a .CSV file.

(O | don'twant to add users right now. Can | add users later?

MNote: Already using Active Directory? You can use Directory synchronization to add users. Learn more

next cancel
A aa a o a AadA
TeisnaRuE Tuad 3 3560
1. agldnuaiias 1 au

v

O NIANTILALLLa WIaNNIRaNlAWUAGEINT
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create new user account
First name: Last name:
Julian sla

* Display name:

Julian Isla
*User name:

Juliani @| 0365BizPremium.or ¥
Auto-generated password Type password

strong

*Email password to the following recipients

admin@o363bizpremium.onmicrosoft.com

Select license(s) for this user:

Office 365 Business Premium license will be assigned to this user,
create new user account

o User Julian Isla created successfully!

User name:  Julianl@0365BizPremium.onmicrosoft.com
Passwaord: office365++
icense: Office 365 Business Premium

esusRarwanuen Winmadaswlumadnlsasisaly

2. Lﬁué’l‘*ﬁmuﬁazaﬁwmumﬂmu Microsoft Excel I@ﬂﬁuﬁmﬂuvlwg{mmqa CSV uazyinms

et I a & A o & o . Ao FLw 1 o
ANLARALNEIATILAEY WIBNNINIAWEG License NEDINTLTLTUNY

Bulk add users

1. select file .

select a csv file

2. verification

3. settings To bulk add users, select a CSV file containing user information. To see the required format, download the sample CSV file that follows, Learn more about CSV files

4. licenses Path and file name:

5. send results Browse... ‘

o

results Download a blank CSV file
Create a new CSV file from this template using a text editor, such as Notepad.

Download a sample CSV file
The column headings in your file must match the celumn headings in the sample. To change the column headings, use a text editor, such as Notepad

cncel
3. Lﬁmﬂ‘lﬁmumﬂﬂmﬂiu Directory Synchronization 31n1iay®e 15314 Active Directory lu
296N
O Set the domain purpose and configure DNS

\Judiun3asdn DNS wasanlavinnns Verify latamluaug?



basic setup

Follow these steps to move your organization to Office 365. change domain

Before you can use your custom domain, help us confirm that you own it,

) Addus d assign licenses

{, =

" Create users and email addresses for this domain.

;3 Set the domain purpose and configure DNS
-

Choose how you want to use this demain and create DNS records.

(=]
=]
2
=
I

1

Start usin

(W

Learn how to manage your services, install Office applications, and get your users set up.

Import User data(optional)

Page | 236

Hudinlunsefunetuaanlunisyin Migration @aeuwIniaeng g twaanldauls Exchange

Online u# Office 365

Import user data

Migrate IMAP mailboxes

If you're using an existing IMAP messaging service, learn how to migrate email data to Office 365. Learn more

mport emall data from your users’ PST files

Use PST Capture to export email data from your existing email server, and then import it to Office 365, Learn more

Use a cutover Exchange migration

Move email data and users from an existing on-premises Exchange server. Learn more

done

Start using your services

fmivludiuis andundauglalumauuzshduaaunisldnusiudnsg ved Office 365 I

m‘samuaau"[aﬁém‘%’u g@LLﬂ‘EEUU LLﬂtEJTl“ﬁ/\‘]’]u Office 365



Start using your services

Manags services

After completing setup, go to Admin > Office 365 > Service settings to manage your services.
If you want to use another domain with Office 363, go to Admin > Office 365 > Domains.

Get started with software

Learn more about installing software like Office or Lync.

Set up users’ desktops

Make a plan to set up your users' PC and Mac desktop computers. This includes ensuring that their computers meet

the software requirements, and deciding whether your users will do their own installation or if you want to manually

deploy Office 365,

Set up phones and tablets

Maobile access is set up by default, but you'll still need to decide how you want to manage your users’ phones and
tablets, depending on the types of devices you support in your organization.

rform your users

Send instructions to explain what to expect.
Make sure to include the following information:

Their user ID and temporary password
The URL to access the Office 365 portal: https://portal microsoftonline.com
A link to Get started with Office 365, which includes instructions for the common tasks that users need to do first

.

.

Steps for connecting their mobile phones or tablets to Office 365
Information about who to contact for help

done

2. 871 Extend your setup

Migrate Email #IDNIAAAI Hybrid Environment lagHu Iy OnRamp for Office 365

OnRamp for Office 365 helps you deploy
Office 365 on your terms.

OnRamp will:

« Document your business requirements
« Assess your IT environment

« Prepare for deployment

MITAMIFLEIU (Users)

o

= v 1 1 tiy =
LLﬁﬂGi']EJE]tLﬂEI@]‘lIENE;ﬂ”N']% IﬂF_ILL]NL‘.ILj% 3 RIUGIN AD
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andhgluniaieIsuanuwiaulunisldinu Office 365 13U N3daqs Directory Synchronization, N137in
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1. Active Users weasdayatndlsnudertn wianunssnulfiuagiu lasudseandu

] o & a v @ &

Display Name, User Name a2 Status T4lunsinfiinaunsaiinnsaun lueazidua User 16 wiauns
MuuanloungaITRaEIL e

DASHEOAR ACTIVE USERS

Single sign-on: Set up | Learn more

Directory chronization:
Manage mail conta Manage resou
Change the password expiration policy for your us
Set Multi-factor authentication requirements: Set up | Learn more

tup | Learmn more

ailboxes in Exchange

Select aview: [ All users h
+ &% £
oispLaY NAME vses v e
Kumton Suttiraksiri admin@Q0365BizPremium.onmicrosoft.com In cloud
Carlos Grilo CarlosG@0365BizPremium.onmicrosoft.com  In cloud
Julian Isla Julianl@0365BizPremium.onmicrosoft.com In cloud
2. Deleted Users waaILiTy Tl ”mu‘ﬁlg]ﬂau sfia;‘LLLm:uummsmjﬁuvlﬁmﬂu 30 %

DASHBOARE DELETED USERS

These user accounts have been inactivated. The accounts and data will become non-recoverable 30 days after they were deleted.

g
DISPLAY NAME USER NAME & | STATUS
There are ne items to show in this view.
3. Delegated Admins LEAIMITAUAENT LA ;fl‘fmuﬂué'uﬁ aguanuIEnauInYiminNdauasuy

uwnwld 17w USEN Partner ﬁ‘*ﬁm@lum:uu Lue

DASHEOARL DELEGATED ADMINS

These companies have access to your online services and can perform delegated administration for you. Learm more about delegated admins

COMPANY “ | PHONE WEBSITE EMAIL

There are no items to show in this view.

N33O IINETa (Contacts)

FNITAFIT U%ag}”ﬁmiam guanadnns WalwauBasanyaldsiunule

DASHEOART CONTACTS

+ £ e
DISPLAY NAME “ | EMAIL ADDRESS

Dan Microsoft danj@microscft.com

M33@M NN (Groups)

mminaﬁ”wﬂQmﬁaﬁmuﬂﬂﬂmmm: LT% Security Groups
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DASHBOARD GROUPS

Use security groups to assign permissions.
Use distribution lists in Exchange to manage email distribution. Set up distribution lists

+ £ &

] Mame Email address

O AllEmployees

MM3LAN Domains 18489An31T1 1153 Microsoft Office 365
RRIINTNAAIN1TANATLTINHUINTT Microsoft Office 365 La2 1313¢'le Tenant Aadvinadae
X . & o & | & o { @
@domain.onmicrosoft.com Lulaiuuasan 1uaauda ldiazinmadiowlawnen g dnaadulawusasasdns

Q‘ELLLEN

1. 'l Domains

(— ] u iz portal Aresiasoftaaling.comDomans/Demunhansgeeny O = BB & m.
Office 365 A Outiook Calendar People MNewsbeed  SkyDrive  Sites

Ol

- A
Office 365 admin center
dashboand

Your Ofice 385 sooount comss with b SOMman flme—ioviedosmmicrasoltosm—but f you hive your cwn domas rame sesdy, you can uss that
- domain rame with biorescl Onlire: Servaoet mreices 1oe, To add your domain, cick Add & dosmain
5D
R  yoou ddon't mirescy own & doevain name, you L purchise one from s doman regestrar, snd then come b to sdd it to Office 365,
LESeTs and groups
domains Add o domain | A 1 NS wettings | T
senvice setfings (] supporilsh onmicresott.oom HAarifee
senvice health Add & dearin | Remeve | NS settings | Tr
repods
SUPDOHT
purChate temndes
L

£ >

2. Add Domain
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B L ) b el migrassmantig gom DemnpingDamandSrtup.vips 9 = @ B @

) Odfice 365

Add a domain to Office 365

Fallow these steps to set up your domain with Office 365.

,] Specify a domain name and confirm ownership

Before yoes can use your cushom domain with Office 388, Relp us confim that you cwe it

2 Add wsers and assign licenses

Create users and emal addresses. for this domain

3 Set the domam purpose and configure DNG

CRacae how you want to we this domain with Office 365 snd creste DNS records,

=TI -

“Iluwﬂ €20 1 Wicrosof Comporatios  Legal | Privacy

3. AN Step 1

Ll (| () hieps/portal migrasefonking gam, Desniing DomuniSetup.vips 9 = @ 8 ¢
) o ]

Add a domain to Office 365

Follow these steps to set up your domain with Office 365,

-1 Specify a domain name and confirm cwnership
Bistone yioa CaM LSE WOUF cushomm dommain weh Office 285, kelp us confum that o cwe ik

2 Add users and assign licenses

Cregte users. and emal sddrerpes for this domain

3 Set the domam purpose and configure DNS
CRocae how you want to e this domain with Office 3655 and creste DNS necoeds,

T -

BE Mool ©201 3 Microso® Compeoration  Legal | Privacy

4. 18 Public Domain 18383An78< 11
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{— — ﬂ it/ portsl miceosoftondine comyTiomainuiddDomainwizirds O - @ B & _

] Office 365

Add a domain

b pomsesemIne - type a domain name

2. confirm cwnership

3. finish Wisia cBh iy Bl BSEaiR ASTES ThEt yiu dwi. B yiu 60" already twn b S8MEIA, pou 25 Buy She Mo § domas regutiad, and theh
e back and add i 1o OfSce 365,

| oifice d6Ssupportiab. mrr‘ 1

B2 vioosolt €203 Wicrice® Comavation  Legal | Priveey Commeiety | FeeabEc

EIBEN O petps //portal microsoftonSne.com Domini/AddDomyinWiards O = @ B G j:
() Office 365
Add a domain

1. provide domain name

confirm that you own office365supportlab.com

2. confirm ownership

3. finish Before you set up your doenain with Office 265, we have 10 make suee that you own the domain name, Te do that, you'll add a

1pecific record 1o the DINS recoeds a2 your DING hosting peowvider, We then lock for the recoed to confem ownership,
Note: This doesn't affect how your doman works. Learn more
See 1tep-by-ttep imstructions for performing this step withs |Gereral instructions E}
Create a verification record at your DNS hosting provider

« Not familar with DNS? iratead of creating the venficabion recoed yourself, you can contact the company that hosts your DNS recoeds
and ask them 10 create the recoed foe you. Here's a sample message you Can e when you contact them,
After you recene confimation that the record has been created, come back 10 OMice 365 and dlick done, werify now below
Geeetings,
I'm using Microseft Office 365 and wouid Lke fo use my domain with it, bt first Office 365 must verdly that 1 own the domann nome. To
do thes, [ need ta ereate & TAT or on MX record for my domain, Becuuse you are sy DINS hosting prowider, could you plecse create the
recoed for me? The record peeds 10 nciude the infovmation showm m the 2obde below.
Note: You only have to create one of the records and you can choose which one fo create

™ © oc office3b5mupportiab.com MS=ma 78173464 1 Hour

MX © oc office355supportisb.com e TH 75464 msv Lmvalid outiock com 1 Mour v

6. 15 DNS Provider 28915110 lstsanada TXT Aldanlulaszeany luiiildnassslduas Go Daddy



i (= .'-'-ad-ﬂlp: DMNSMAMAGER Welcome: hocke,

Dashboard  Zone File Editor  Advanced Seltings

. . D 75% off your ordes
F |2 T M change 7 “n
Zone File Editor = oFFiCE3s5SUPPORTLAB.COM change zone @5 Save BIG on website

@ Premium DMNS is now available. Standard DNS users are able to enter up to 100 records par zona file. Upgr

office365supportlab.com (Lest saved 4102012 7.42.41 PM MST

[ =.'} .../' ﬁj' ﬁ'

Add Rlecord S Ede Import Expo More
| A [Host) &
W Host Points 1o TL

O Cick Add
[ CMNAME (Alias) ) Restore Defaults
' Host Points to TTL

O Quick Add

MX [Mail Exchanger) o Restore Defaulls
W Priority Host Points to TTL

i Quick Add

| TET (Text) &
W Host TXT Value TTL

| Y MS=ms781T5464 1 Hour

O Quick Add | Add SPF Becord

SRV [Service) L)

W Service Protocol Name Priority Weight Port Target TTL
& Cuick Add

AAAA (IPvE Host) &

| W Host Points to T
Copynghl & 19588-2013 GoDaddy com, LLC. AN righis resanved

7. naIanNnIanLIAnase TXT 1inaulufwesna Office 365 uaadn Done, verify now
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Verifying domain

Please wait while we venfy officelf3supportlab.com

cance

8. LUBLESILUTALARN Finish
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9. AN Step 2

Ll L= 0 hetps:portal microsoftontine.com/Darnains/Daorr 2 = @ B G || 1] Domains Setup x [

Add a domain to Office 365

Follow these steps to set up your domain with Office 365.

—'| Specify a domain name and confirm ownership
W

Before you can use your custom domain with Office 365, help us confirm that youw cwn it

Add users and assign licenses

Create users and email addresses for this domain.

Set the domain purpose and configure DS
Choose how you want to use this domain with Office 365 and create DNS records.

s step2 [

l=lluuul ©2013 Microsaft Corporation  Legal | Privacy Commaunity | Feedback

10. FIINTANTOLULBIBUIA RIDLANTIWIBIINNIK CSV HIaNUANNETAI LA eI nkuaan Next
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PRI 00 hoves//portal mricroseonline.com/idmin/acdUs © ~ @ B fi & it

r]l:-:l!"f-:'l".:.-l':-‘:.- feed SkyDrive Sibes . Admin = Kelsey Epps «

Outlook  Calendar

How do you want to add users to
office365supportlab.com?

Add users so they Il have user IDs like werBofficed 65supportiabucom. Do you want to change your user 1D to use
Sofficeoisupponiab.com?

() Add users one at a time.
() Bulk add users with a L5V file.

|::' | dor’t want to add users nght now. Can | add users later?

Mote: Alresdy wsing Active Directory? You can use Directory synchronization to add users. Learmn more

naet cangel

Community | Feedbad

B8 Mool ©2013 Micresoft Corporation  Legal | Privacy

11. A&N Step 3
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= it/ postal,mécrosoftonline comyDomasns/Dorr 2 ~ @ B & . |

) Office 365

Kelsey Epps -

Add a domain to Office 365

Follow these steps to set up your domain with Office 365.

—'| Specify a domain name and confirm ownership
v Before you can wse your custom domain with Office: 363, help us confirm that you own it

2 Add users and assign licenses
"

Create users and email sddresses for this domain.

3 Set the domain purpose and configure DNS
Choose how you want o use this domain with Office 365 and create DMS records.

EEZEETEN

Hm 2013 Micreof Corparstion  Lagal Privacy Commishity | Fesdback

€

{ X o . . 2 o) < & [ v % o
12. laglufiftazviin1aiian Exchange Online uaz Lync Online Gaiilunauflagistuidasdu uddminlsiudtand

On-Premise bvinnisazianty aaudaly ¥innsadn Next
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ol ] hitpsip ortal microsoftanline. comDormains Corfi 2 = @ B & ' ' ok 0

] Office 365 A Kilséy Epps ~
A

Set up domain

1. set domain purpose

how do you want to use
office365supportlab.com with office 3657

2. add dns records

3. finish
Select the Office 365 services you want to use with office365supportiab.com. Learn mone
bl Exchange Onlines | want users in my organization to have @officelbSsupportiabeom email
addrecses.
bl Lync Onlines | want users to sign in to IM and Lync meetings with their @office365supportiab.com
wser IDs.
[] SharePoint Online: | want my Office 365 public website address to be
hitpe/foffice365supportlab.com.
Do you have on-premises mailboxes? (Advanced setup)] =
Imiportant: This is not a typical setup option. if you don't plan to use on-premises mailbowes with your
Office 365 deployment, skip this option and continue with the wizard. Leam morne
] 1 paan to set up on-premises mailbexes to work with Office 365 or make sune they're protected with
Exchange Online Protection,
fext | cancel
I!mm £2013 Microsoft Corporstion  Legal | Privacy Commurity | Feedback hd

= SN v CY . . v . . Yo a
13. lunsdidl 1asAnasa DNS a3 Public Domain u@tn®1ninns Migration 28932 UULNE MAYINANTIANLTAA

a¥a MX NManaInT Migration 1Nt
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[Erw—

Keliey Epps ~ £ 2
sl
Set up domain
1. St dofman purpode .
add these dns records for office365supportlab.com at your
2. add dns records . )
- dns hosting provider.
Hesed help addirsy the- records? See shep-by—tiep ingtnuctsons for crestendg thepe neconds 88 populsr NS hodbing prosders
Exchange Onkne
offie Mdcupportisb-rommalprotectaonoutioolcom 1 Mour
Craagl - MbDdRSIIVEr  BUID R0 OUTHRDL oD 1 Higur
wnipl | mcudespl proteotesuoutios com all
Lymc Ondine
1 Hesiid fe R T T Soguaded Lordurep Bra L OHTY
=Ry Splederatontl p o4 1 1y 1 Hour ofae M supporiiaboroes Sopletlonlene hyTeCooes
CHAME wp.otfice 36 aupponiab.com wgir.onling i com 1 Haur
CHAME el ieeveratfior 36 Siuppertlab. om mrbdinan ine e tem 1 Heur
At yonlve sdded the reconds, wa st least 1% mesutes for the dhanges 1o upsate and thes cick Doane. go chedk.
W
£ >

14. ¥FINTANLIAAaIa Ll DNS Provider



DN SMANAGER

Dashboard  Fone Fille Editor  Advenoed Settings

s . . D S5% off your order of 575 ¢
Zone File Editor OFFICEIRSSUFPORTUARCOM. chanmion® il Save BIG on vebsites, domair

ﬂ Premivm DNE is now svailable. Sienderd DNE users are sble to enter up to 100 records per zone file. Upgrade io Premium Dk

office365supportlab.com iLas ssved 4112012 24508 A we=T)

AmHost) L
W Host Points o m
0 Casic Add
CHAME (Alias) & Rgtors Dietulty
W Host Paints to m
[ mtodmecsne Busiscover cutiook com 1 Hour
[ Wedmoowmr WLk Sk ez 2o 1 Howr
O se Sapd oniiel e S 1 Howr
L Chsic Add
MX (Mail Exchanger] 0 Rlastors Doty
W Priority Hast Feants ba m
O @ efica388supporiab-com mal prosscton. ou 1 Hewer
O Cusck Add
TXT (Text) i
W Host TXT Value m
0Oe MEzer T 1 TEAS 1 Hour
Oea vl inchace spf pronsction cuticol o -all 1 Hour

O Casick Add  Add SFF Becond

SRV (Service] i

W Servoe Profocsl  Mame  Prionity  Weight Port Tasget ™m

O s K e 100 1 "3 sipc oribn 1 Hoor

[ _sipfederationss up @ 100 1 8081 siphed onin 1 Howr
) Cusick Add

AAAA (IPvE Host) o

W Host Points io TIL
O O Addd
N5 [Marmeserver] b
w Host Points to TIL
[ @ finbemational) nz132 domainconieol com (Informational) 1 Mour (informational)
[0 @ finfoematicnal n314 demainconiel com (infoematicnall 1 Hour (informational)
0 Chzcke Add

Copyright § 1868-2013 GoDaddy com, LLE. ARl rghts resermd.

15. @8N Done, go check

After you've added the records, wait at least 15 minutes for the changes to update and then click Done, go check
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16. 13AN03A DNS 2 lesumstuguaunin uazl¥adn Finish

=) u https://portal.microseftondine.com/Domains Configqur 2 = @ 2 & || ) Configure domain b bl S0 407

Kiliey Epps = ol

Set up domain

1. set domamn purpose

you're done! office365supportlab.com is
ready to work with the office 365 services you
selected.

2. add dns records

3. finish

LT
B Mecroaoty

17. azUnnghlawniiud ly usasaniue Active
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'(— —+ itpss//portal micropoftonline comDomarns Domainhanagerop O -~ B2 & -
A Cutlock  Calendsr  Peophe  Mewtleed  SkyDrive  Sited

l'] o 5 ondar  Peaple  Mewile Ketiey Epps = & 7
) . -
Office 365 admin center
dastibaas Your Ceifice 385 pocount comes with & domar RAMEe—Cconfesaonmicrosoltcomr—Eaut il you hawe your wh doman nase already, you i e that
o domain rame with Micronoft Online Senaces services to0. To sdd your doman, click Add & domain
it ol i H e Son't alneddy cwn a domeen nase, you can punchase one from a domasn regestrad, and then oo back o add i o Office 385,
L nd groups
domains Add 3 doemain | ve | View DS set |
SERALE SETlRGE cfhcrdESmppartibiom Artrer
suppoetlab cormacrosoltocs Artive
service health
reports Add & demmain | e | View DS et |7
support
purchase sendces
W
i_mzﬂ'.-'-'n1'.-.-a-‘1|:eltd-r.mnsﬂt-:um‘l-‘ﬂ-d°0€lﬁ§-.’chd wd 105 |_ 3
[P,
NI aa‘uvl,a LTI (B|II|ng)
LA o i v o, o & = 9 \
ludruituaais1uin License 104 Office 365 71 laiinTInTasn G9azdsznaums 2 dIude
1. Subscriptions
O Subscription gﬂ WULWIOUNUNNTLTINU Office 365
. o . & A&

O Quantity ATIUIU License IRNaNDTa

O Cost fnldane

O Term End Date 1u1u@ mqn’]ﬂ“ﬁ’@’m

DASHBOARD SUBSCRIPTIONS
@new subscription
SUBSCRIPTION STATUS QUANTITY COST TERM END DATE
Office 365 Business Premium Trial Active 25 user licenses Mo cost Expires Movember 27, 2014

2. Licenses

O Name Hawas License ﬁayﬂuﬁ’tyfﬁmao Office 365
O Valid §1uam License Nsnaunsnldale

O Expired §1uam License Nwua mqmﬂfmuvlﬂ LA
O Assigned §193% License AilFmnwluugn



Name

LICENSES

Office 365 Business Premium

mnms’ﬁagaﬁmum guan (External Sharing)

o
o A

Yo et Ar v 1
lﬁﬁﬁﬁiﬂﬂﬁi(ﬂdﬂﬁ fndmsussy agam guan Iﬂ IIRISI

1. Sharing Overview

SHARING OVERVIEW

annvlumada-Jansliusns

Control how people inside your company use sites, calendars, and Lync to interact with external users.

sites
Let external people access your sites. Leam more

on =1

Go to detailed settings for sites

calendar

Let people in your company share their calendar information using a public URL. Leam more

on =]

Go to detailed calendar settings

Lyne

Let people in your organization use Lync to contact people in other organizations. Leam more

orf 00—

Go to detailed Lync settings

2. Sites NINID Nl%ﬂ’]ﬂﬁﬁ\lqﬂﬂaﬂ’] guanauN AN lrdwnsatanansm ﬂl%ﬁﬁﬂ’]iu’ﬁ%ﬁl’lﬂqﬂﬂﬂﬂ’l alu

SITES

¥ Let external people access your sites. Leam maore

No anonymous guest links, Only allow sharing with authenticated users.
m Allow sharing via anonymaous guest links for your sites and documents.

Save

Select the site(s) you want to manage, and then click Edit.
£ e
SITE URL
hitpsi/fo365bizpremium-my.sharepoint.com,/
hitpsi/fo365bizpremium-public.sharepoint.com,/
hitpsi/fo365bizpremium.sharepoint.com/

hitpsi/fo363bizpremium.sharepoint.com/search

3. Calendar

SITE TYPE

My Site

Public Website
Private Site Collection

Private Site Collection

Valid

SHARIMG SETTINGS

Share links and invitations

Share links and invitations

Share links and invitations

Mot allowed

Page | 251

Expired

=1

Microsoft [Tha




DASHEOARD CALENDAR
¥ et people in your organization use a public URL to share their calendars. Learn more

¥ Share calendar via web link for anonymous users:
Calendar free/busy information with time only
Calendar free/busy information with time, subjedt, and location

. All calendar appeointment information, including time, subject, location and title

Manage your advanced sharing settings in the Exchange Admin Center

4. Lync
DASHBOARD Lyne
¥ et people in your organization use Lync to contact people in other organizations. Learn more

0 Except for blocked domains

Except for blocked domains

Please separate the domains with comma, Example: domain.com, contoso.com

Only for allowed domains

Please separate the domains with comma. Example: domain.com, contoso.com

Public IM connectivity.

Turn on communication with Skype users and users of other public IM service providers.

o &, A . .
N17IANIINTITANIATBU ) (Service Settings)
E o, i . ¢
LRAINITAIAINN §) muluszuy Office 365 lasutisaaniduaddt

1. Mail #%IUNNIAIAIIZUY Email a4 Exchange Online lagutiaidu 3 du fa
a. Protection lunsasennmstdesnudinsanantunsanaunis
b. Mail Flow lBlun13asfinssu-aaius, aanguosius tuen

c. Auditing  MlunIasiameudius wazn13vin Auditing

Page | 252



2.

mail sites Lync wuser software passwords projects  dynar

protection

Protect email from spam and malware, and help keep your data confidential.
Anti- malware policies

Anti- sparm connection filter policies

Anti- spam content filter policies

Outbound spam policies

DLP policies

mail flow

Manage mail flow, and track delivery of messages sent by or received from your users.
Custom mail rules

Delivery reports

auditing
Generate reports to track changes made to mailboxes and organization-wide settings.

Auditing reports

don't see what you're looking for?
Manage additional settings in the Exchange admin center
Sites T IUNTA9AN UL Website 284 SharePoint Online
mail sites Lync user software passwords  projects ¢

site collections

Create sites so your users can share and publish information online,

Create site collection

don't see what you are looking for?

View site collections and manage additional settings in the SharePoint admin center

L378319 Site Collection Lﬁaﬁ'@n@;waﬂw‘h SharePoint Online
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Create Site Collection

Title

‘Web Site Address

Template Selection

Time Zone
Administrator
Storage Quota

Server Resource Quota

hitps://cieths.sharepoint.com v

fsites/ e

2013 experience version will be used

Select a language
English v
Select a template:
Collabaration

Blog

Developer Site

Project Site
(Commurity Site

A place to work together with a group of people.

(UTC-08:00) Pacific Time (US and Canada) v

&2
MB of 37850 MG available

300 resources of 10000 resources available

3. Lync I niulunsadedn Lync Online

mail  sites  Lync

conferencing

user software Dassworas O’OJ-ECTS cy"‘.a”n'cs cam

commur

Connect Lync with an audio conferencing provider so people who aren't using Lync can dial in to online Lync meetings.

Dial-in conferencing

Find a provider

organization settings

Manage privacy, mobile, and external Lync communications for your organization.

Manage settings in the Lync admin center

4. User Software

Page | 254

lEd@nIuNMIaIaINIanilnaa Office Desktop, Lync Client L&z SharePoint

Designer Tufia3insdaasadnils lilwgldnudasaniilnaaunldias
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mail sites  Lync |user software passwords projects  dynamics crm ¢
Manage user software through Office 365

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

Learn maore

¥l Office and Lync
¥ Project

[# SharePoint Designer

manually deploy

If you don't want your users to download s oftware directly from Office 365, you can download it bels
Learn more

software for PC
The latest version of Office, Project =

Lync 2013 Basic Preview =

SharePoint Designer 2013 «

software for Mac
Office for Mac -

Lync for Mac 2011 =

Passwords |F&aMIumIinuawlounssiarinlnasdns laslutasusn dunsihwuaiunuaay

o

@ ) a A A o [ % a
VUBITRFNIW ‘Iia{l“naa{lﬂaﬂauﬂi‘iﬁaw’m"ﬂZ%w@llmLﬁNmawﬂl‘ﬁmuﬂ’m

mail sites  Lync usersoftware |passwords prc

Set the password expiration policy
Manage how frequently users’ passwords expire and the number of ¢
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

Community 1Fdwiumiasiaygnalwildanuniluaansndildnu office 365 Community e

1 & o 1 H v
w30 ld SenuunsinInmdaniaasin

Office 365 Community participation

Let people participate in the Office 365 Community using their company credentials. Learn
more

oN =
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7. Right Management lddniulunsasdnsldusnns Right Management Service (RMS) 2a3

. . . A < a A { o o { .
Active Directory Ut Windows Azure 44 RMS Liluninmsnisngiodasnudeyaniiaing Sensitive

=) =

Tl nasanuanasdng (Aeeshagluuinmmasununisldau Office 365 E3 wiaifiuuivin)

Protect your information
Windows Azure Active Directory Rights Management safeguards your email and documents,

and helps you securely share this data with your colleagues.

Manage

Learn more about Windows Azure Active Directory Rights Manage ment

s dalsinuasnsn lasasn Activate

rights management

o Rights Management is not activated resources
+ What is Rights Management?
« Rights Management readmap
+ Prepare for Rights Management
» Verify Rights Management

Rights Management safeguards your email and documents, and helps
you securely share this data with your colleagues.

To enable Rights Management, click activate.

N7 Activate 1839wy Il
rights management

o Rights management is activated

Rights Management saf eguards your email and documents, and helps
you securely share this data with your colleagues,

To disable Rights Management, click deactivate.

8. Mobile Idgnsunsasanlsuind Office 365 U Blackberry

BlackBerry® Business Cloud Services from Research In
Motion (RIM®)

Add and remove BlackBerry® smartp hones, reset passwords, wipe devices.

Enable service

LR8N Yes wazAan OK

Authorize access to enable BlackBerry® Business Cloud Services

To enable BlackBerry® Business Cloud Services from Research In Motion [RIM®), do the following:
. Read and accept the associated services information below.
Return to the Mobile service settings page (Admin > Office 365 > Service settings > Mobile),
. Click Manage. You will be redirected to the RIM website to learn about and sign up for BlackBerry® Business Cloud Services

from RIM.
After signing up for BlackBerry® Business Cloud Services on the RIM website, you will be returned to the Office 365 Admin

page to manage your users’ BlackBerry® Business Cloud Services.

W oo

Ed

[#l Yes, | have read and understand the associated services information.

‘WARNING: If you authorize RIM to access your account, RIM will have full access to all of your Exchange data, Microsoft is not
responsible for RIM access to your account. See the associated services information to learn more, including how to disable RIM

access to your account.

0K | | Cancel
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BlackBerry® Business Cloud Services from Research In
Motion (RIM®)

Add and remove BlackBerry® smartphones, reset passwords, wipe devices.,

Manage

Support

Remove service

N172anNNgINBVaITEUY Office 365 (Reports)
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1.

2.

3.

Overview

overview mail
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protection rules DLP Lync

See what's really going on

Reports give you a view

mail

of how your organization is using Office 365. Learn more

active and ina ctive mailboxes new and deleted mailboxes new and deleted groups

mailb ox usage

protection

types of mailb ox connections

received mail sent mail received spam
malware detections in re ceived mail malware detections in sent mail top malware

sent spam

rules

rule matches for received mail rule matches for sent mail

DLP

DLP policy matches for sent mail DLP rule matches for sent mail DLP p olicy mat ches for received mail

DLP rule matches for received mail

Mail

WEAITIEIWANTMTINUITULDLNAUY Exchange Online 1 taah branw/ L lanu,
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active and inactive mailboxes View table e
30
%
25
20
15
10
5
[} 0 0
- - = o
= nacie 30-60days Inacive 610 days  Inaciva> 90 days
mailbox usage
tes and nated Uriversa Time (UTO
types of malloox connections

Protection
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overview mail |protection rules DLP  Lync

received mail View table
— Goodmail —— Spam —— Malware —— Transportrules = DLP policy
)
30
20
10

9/26/2013  9/28/2013 9/30/2013 ~ 10/2/2013  10/4/2013 ~ 10/6/2013  10/8/2013

7 1ad 30 &9

top recipients

RECIPIENT counT
admin @cieths, 0 nmicrosaft.com 16
gregw @ciethS.onmicrosoft.com 15
carlo so@dieths onmicrosoft.com 10
Jeffh @cieths.onmicrosott.com 8
juliani@ciethS.onmicrosoft.com 3

d times are in Coordinated Universal Time (UTG)

]
=

4. Rules

overview mail protection jrules DLP  Lync

rule matches for received mail

Transport rule:

All [v]

- igh Medim I Low

9/26/2013 9/28/2013 §/30/2013 10/2/2013 10/4/2013 10/6/2013 10/8/2013

7d 14d 304 60d

top rules for received mail

nt mail

malware

ions in re:

malware ions in sent mail

more related reports +

waAIT N aNL Tw Uy Rule Naaby

View table rue matd

80

60

40

20

TRANSPORT RULE SEVERITY MATCHES

MNo relevant data at this time,

Al dstes and times ars in Coord

d Universsl Time {UTC)

5. DLP wRAITIWIMNENLTW ey DLP Nae by
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overview mail protection rules |DLP
DLP policy matches for sent mai View table b
DLP poliy:
e
100
20 o
60
40
20 . e .
9/26/2013  9/28/2013 9/30/2013 10/2/2013  10/4/2013 10/672013  10/8/2013 ¢
top DLP policies for sent mai
N relevant data at this time.
All dates and times are in Coordinated Universal Time (UTC).
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6. Lync LEAIUTNI NI LTI Microsoft Lync L@gulLan@a1yuIn1Inie tow IM, L&ey, Audio/Video
v
Conference Liluei
averviey mail protection rules DLP Lync
View table 1ane aucio sesien

active users

100

more related reports «
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service healthl  planned maintenance

current status ﬁRss
Last refreshed: 10:18 PM, October 10, 2013

View history for past 30 days

. ocT ocT oCT ocT ocT ocT
SERVICE TODAY _
L] E:d T [ 5 4

Dynamics CRM Online =

CRM Components v v L v o v '
Crganization access (] v v v v v £
Organization

v v g v g v v
performance
OI’gEI"IIZEtIOI’T . e v v v v . P
Programmability
Sign in L4 o L v o v o
Sign up and

v v v v
administration 0 o 0

Exchange Online =

E-Mail and calendar

v v w v w v v
ACCESS
E-Mail timely delivery v 4 [ ] v v v v
FOPE Administration

_ v v g v g v v
[Admin Center)
FOPE Encryption v 44 L4 v v v 'S
FOPE Quarantine v v o v i v W
2. Planned Maintenance WEAIANTIIFNAKANNT Maintenance TaIUBS Upcoming
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senvice health  planned maintenance

upcoming maintenance

Last refreshed: 10:18 PM, October 10, 2013

SCHEDULED
SERVICE STATUS DETAILS
START TIME

Maintenance window: 3:00 PM UTC
Friday, October 11, 2013 to @00 AM
UTC Saturday, October 19, 2013,
[Activities]: SharePoint Online will be
Scheduled undergoing planned maintenance,
[Potential user impact]: For more
information and potential user
impact, please visit
http: //aka.ms/SPOUpdatel mpact

SharePoint Oct 11, 2013
Online 10:00 PM

maintenance history

SCHEDULED
SERVICE STATUS DETAILS
START TIME

Maint enance window: 5:00 PM UTC
Monday, October 07, 2013 to 8:00
AMUTC Wednesday, October 09,
2013 Activities: Milestone Release
Deployment Potential user impact:

Completed lsolated login failures are possible,
but unlikely. A single retry should
resalve any failures, Additional
information: The upgrade will be
rolled out in phases, to minimize
any potential for disruption.

Identity Oct 08, 2013
Service 12:00 AM

mmﬁfum&umﬂ%&’m (Support)
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overview service requests

0 Fix Outlook connection problems after Office
365 upgrade

top issues
+ Setup DNS and get connected to Office 365
+ Get directory synchronization working

+ Fix email connection problems

frequently asked questions

« How should | prepare for a SharePoint Online
upgrade?

« Howto setup an SMTP relay in Office 365
« Create an Qutlook profile
« Howdo | set up Outlook for Office 3657

« More frequently asked questions for Office
365 Enterprise and Office 365 Midsize
Business

See more...

search for answers

| Search help and community P{

o

2. Service Request Wudiwndawn

73

a0 luaa uuzinAIINTENTDNARULIIITIUAZLL aslnydnwyinanuisndadanaule

new service request

1. identify the issue

identify the issue

2. add details

3. attach file “lssue bype:

not sure what to search for
Try the troubleshooting tool!

current service health
| SharePoirt service inte

View service health dashboard

contact support
Creafing 3 service request maans no w
phons. vill begin our investigation

you.

new service request

See all service requests

Call billing and subscription support

delegated administration

Manage delegated administrators
P

4. confirm request [

* Service:

* Service area:

* Problem area:

Operating system:

Microsoft Office version:

3 B 3 B O R 3 B O Y

Browser:

<]

NMITaUINILWULAN (Purchase Services)
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E'ﬁt;rﬁﬂléeunilarﬁ | Other plans

Enterprise plans o

Office 365 Business Premium Trial

For businesses with 1 to 200 users that nead the latest deskiop version of Cffice, plus 2nywhere
access to email, file sharing, and online conferending. (Plan Obebf)

Curranthy in trial

Office 365 Enterprise E4

For businesses that need full productivity, communication and collaboration tools with the familiar
Office suite, including Office Online and on-premizes server rights to information protection and
enterprise voicz capabilites. (Plan 3abdc)

Learn more

Office 365 Enterprise E3

The best plan for businesses that need full productivity, communication and collaboration tools with
tha familiar Office suite, including Office Online. (Plan See2()

Leam more | Trial

Office 365 Entarprise E

For businesses that need communication and collaboration tools and the ability to read 2nd do
lightweight editing of documents with Office Online. (Plan Deada)

Learn more

Message Center

'
(7K
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Wiew current subscriptions -

Buy mow

$22.00

per user licenze, per month

Add w

$20.00

per user licenze, per month

Add wr

$8.00

per user licenze, per month

Add wf
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Office 365 admin center «

DASHEOARD MESSAGE CENTER Microseft (Thilan
message center
DASHBOARD
I all  prevent orfixissues plan for change  stay informed
CONTACTS MC10B22 sty informed none We are rolling badk 2 change: Offica 365 admin service settings nana 11/1/2014 1/15/2014
sraues MC10885 stay informed) nane Naw faaturs: Gutlook for Mac for Office 365 subscribars none 1112014 1201/2014
AN MC10838  plan for change L] W are disabling S5L 3.0 support, starting December 1, 2014 1073172014 103072014 1112015
LS MCI0BS7  stay informed nane Email template: Enable your teams to go mobile none 10/30/2014 1172572014
P EKTERNAL SHARING MCWOTST  stay informed none We've made 2 change to the Dffice 365 Trust Center nane 102772014 1172200
b SERVICE SETTRGE MC10766 stay informed none Updated feature: SharePoint Online default permissions changing  none 107242014 11/22/2014
REpoETS MCI0606  stay informed none Updated feature: Send attachment as a OneDrive link none 10212014 11/8/2014
P SERVICEHEALTH MC10694  stay informed none New feature: Office 365 app launcher none 101772014 11/15/2014
4 SUPPORT MC10586 stay informed nane What's Mew: Saptember 2014 none 10/8/2004 11/8/2M4
Srevies . MNew faature: Groups in Office 365 for Outlook Web App and
a— MC10483 stay informed nane e e nane 9/26/2014 11/8/2014
PURCHASE SERVICES MCoz254 plan for change none Stay up-to-date with Internet Explorer none 9/8/2014 2017206

MESSAGE CEMTER MC5630 prevent or fix issues nane Upgrade to the Iatest version of Internet Explorer none 47872014 1717205
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Tools
saugarafiusasniosldadmivdiinimyruy Teliinemaseusnwiiadouianses Munanz
AU Office 365 #3a L4 ®Ia81WINLINA Exchange Server 1319¢%i1 Hybrid 881413 Ta8fl9n13@313800 Connectivity
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DASHEOARD TOOLS

Check your Office 365 configuration with Office 365 health, readiness, and connectivity chacks :
Run checks to help determine the status of your on-premises or doud configuration.
details | prerequisites

Check your on-premises Exchange Server with the Office 365 Best Practices Analyzer (beta)
Requires Exchange Sereer 2013,

details | prerequisites

Check your Office or Office 365 connectivity with the Microsoft Connectivity Analyzer
Requires Windows Vista or higher, with Microsoft WET Framework 4.5.

details | prerequisites

Check your network connectivity with Exchange Client Performance Analyzer (ECPA)

Run checks to help determine the health of your network.
details | prereqguisites

Admin

MIAMTEIN% Yammer

@ . @ ' ' ' A =V o
;&"L’ﬁmu Office 365 &NITNLABNNNTITINUTENINI Newsfeed B38 Yammer atindbaatnanitanba tay'ly

f1uadls SharePoint Admin Center

ECITE Admin -

Office 365
Exchange

Lync

SharePoint

CREM

A39LNY Settings 1#ifanf Use Yammer.com service

® Use Yammer.com service
(O Use SharePoint Newsfeed (default)
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iiaaadmalildau Yammer udrazdaingiuy Yammer unuil Newsfeed (aauwayuns

Outlook Calendar People Yammer SkyDrive Sites === Admin

AfNT Yammer szuu'«azml”ﬁf,jﬁﬁw?uvlfmi’ Yammer.com adnzidouldaunslutas Join Your Company’s Social
Network for free TWnsandiwsuasisfiygnnu Office 365 U uazadn Sign Up

-
yal I " I 'er\ Learn More  ContactSales  Pricing  Login

The Enterprise Social Network

Yammer is a Private Social
Network for Your Company

Collaborate securely across departments, geographies, content and

business applications.

Join Your Company’s Social Network for Free

alans@cieth5.onmicrosoft.com Sign up

a Only people with a verified company email address can join your company
network.

Thank you for signing up!
Check your email to complete registration.

Didn't get the email? Try checking your spam folder or click here to resend it.

lasuddtuauliaannlawuuaa
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Yammer <yammer@yammer.com:
Sat 10/12/2013 3:10 AM

To: M Alan Steiner;
® To help protect your privacy, some content in this message has been blocked. To re-enable the blocked features, click here,

® To always show content from this sender, click here.

Bing Maps

cieth5 onmicrosoft.com

You already have a Yammer account for the ciethS.onmicrosofi.com network. Go here to

signin:

—1885982376&nid:

—946942]

Ifyouve forgotten your password, reset it nere:
hitps:ffwww.yammer.com/reset 150641757 7ANxkHSEWr3yUTpz3 1INmRs?
m=1885982375&nid=046942

Thank you,
The Yammer Team

[Yammer

Yammer Inc., 1355 Market Street, 3rd Floor, San Francisco, CA 94103

a o o < A o )
Adn Sign In azl¥nsanvaudnass Sadumviannuwdsinulu Office 365

Log In

Email Address

. . b 7
alans@cieth5.onmicrosoft.com Don’t have an account?

Sign Up
Not you?
Want to learn more?
.Password See how Yammer helps you work better.
seesessens

Forgot password?

Remember me

ERIGARL
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cieth5.onmicrosoft.com

y: | BEQ A Q S Add | s

% L7 Share an Update  # Add a Doc/lmage B PostaPoll  More = i X
" Alan Steiner ¢ y,. Who do you work with?

y -

) What are you working on? | = Add your team.

# Home « Get Yammer for desktop
BA Inbox 2 Top - All - Following - - Get the mobile app
Carlos Grilo

Groups @ 8 To Yammer 101 Barart Aoty

- WECENT ACTIVITY
All Company 10 Share Yammer E-Book, Download Now
Northwind Trad http:/fwww.youtube.comfwatch?v=MMEoWMIfuY m Carlos Grilo viewed Yammer 101. |

arthwind Traders 6
Sales 4 cc Jeff Hay Carlas Grilo published new
versions of the Note Yammer 107,
‘Yammer 101 6 Yammer: Transforming the Way We Work
Human Resources 5 www.youtube.com Carlos Grilo started editing the
x. The world moves fast -- and companies need a new MNote Yammer 107.

P Dromen Grommme +. _ famll way to work together to succeed. By breaking down m— . . .

WNBAMNFZAINIWATITING FINTDAINLARALUITHNTY Yammer 31603 130389 wialnaan uanisninmle

NYNEY
® L] Yammer
L Q 4
_f ﬁ My Feed L Groups m Messages
[ R
“ = West Coast Sales Team / Joined
S Y( Public Group More »

Share an update ~ with West Coast Sales Team:

Share something with this group...

(] Joshua Karns » West Coast Sales Team
= What SMB customer can we reference?
s Like - Reply - More - 2 days ago

Follow

BMB | Cuslommer Ralerence
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