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Planning and Provisioning Office 365 

Core Services of Office 365 

Microsoft 365, formerly known as Office 365, offers a suite of core services designed to enhance productivity, 
collaboration, and communication within organizations. The primary components include: 

1. Microsoft Word: A word processing application for creating and editing documents.  

2. Microsoft Excel: A spreadsheet program used for data analysis and visualization.  

3. Microsoft PowerPoint: A presentation software for creating slide shows.  

4. Microsoft Outlook: An email and calendar application for managing communications and schedules.  

5. Microsoft OneNote: A note-taking program that gathers handwritten or typed notes, drawings, screen clippings, 
and audio commentaries.  

6. Microsoft Teams: A collaboration platform that combines workplace chat, meetings, notes, and attachments.  

7. Microsoft OneDrive: A file hosting service that allows users to sync files and later access them from a web 
browser or mobile device.  

8. Microsoft SharePoint: A web-based collaborative platform that integrates with Microsoft Office, primarily used 
for document management and storage.  

Creating an Office 365 Tenant 

Creating an Office 365 (now Microsoft 365) tenant involves setting up an account that serves as the organizational 
container for all your services, users, and resources. Here's a step-by-step guide to create an Office 365 tenant: 

1. Sign Up for Microsoft 365 

¶ Compare Office 365 Enterprise Pricing and Plans | Microsoft 365 

2. Domain Registration 

¶ Go to the Microsoft 365 admin center . Or using ... - Microsoft Entra admin center 

¶ Default Domain: Microsoft assigns a default domain (e.g., yourcompany.onmicrosoft.com). 

¶ If you want to use your organization's domain (e.g., yourcompany.com): 

1. Go to the Admin Center Ҧ Setup. 

2. Add your domain. 

3. Update the DNS records with your domain registrar to verify ownership (e.g., MX, CNAME, TXT, and SRV 
records). 
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to keep the current configuration skip net step 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

and continue from here 
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Now you can create users and groups from scratch or migrate your current Active Directory users and computers by 
configuring a hybrid environment using Entra ID Connect. 
 

3. Set Up Users and Assign Licenses 

¶ Navigate to Users Ҧ Active Users. 

¶ Add users manually or use a bulk import tool if you're adding multiple accounts. 

¶ Assign appropriate Microsoft 365 licenses to each user (e.g., Office 365 Business, E3, E5). 

4. Configure Security Settings 

¶ Set up multi-factor authentication (MFA) for admin and user accounts. 

¶ Use Microsoft Security Defaults or custom conditional access policies for added security. 

¶ Enable Secure Score recommendations for best practices. 

5. Configure Microsoft 365 Services 

¶ Email (Exchange Online): Configure email domains, mailbox policies, and shared mailboxes. 

¶ Teams: Set up teams, channels, and communication policies. 

¶ SharePoint and OneDrive: Configure storage settings and collaboration spaces. 

¶ Compliance: Enable data loss prevention (DLP) and retention policies. 

6. Customize Tenant Settings 

¶ Go to Settings Ҧ Org Settings: 

¶ Add your company logo, name, and theme. 

¶ Configure regional settings like time zone and language. 

7. Verify Configuration 

¶ Test email, file sharing, and collaboration tools to ensure proper setup. 

¶ Check for alerts or pending actions in the Admin Center dashboard. 

8. Optimize with Additional Features 

¶ Set up Azure Active Directory for identity and access management. 

¶ Integrate Power BI, Microsoft Viva, or other Microsoft 365 services. 

¶ Enable auditing and reporting for compliance and activity tracking. 
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Managing Users and Groups in Office 365 
Create and Update User Accounts 

 

 

 

 

 

 

 

 

 

You can assign license during user creation and later. 
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Also, you assign user role during user creation and later 
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Role assignments 

 

Administrative units 

Administrative Units (AUs) in Microsoft Entra ID are like "folders" that help you organize and manage users, groups, and 
devices in a large organization. They allow you to: 

1. Group Resources: Organize resources by department, location, or team. 

o Example: Create an AU for "Sales" or "HR." 

2. Delegate Administration: Let specific people manage only their assigned AU without accessing the rest of the 
organization. 

o Example: The "Sales Admin" can reset passwords or manage users in the Sales AU only. 

3. Improve Security: Ensure admins have access only to the resources they need, reducing mistakes and risks. 
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If you access the admin center using user01, you can only manage users who are assigned to the Administrative Unit 

 

 

 

 

 

 

 

 

 

 

 

 

Block access to all admin Portals for end users 
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Block Access to all M365 Services based on Countries 

First you have to identify the allowed countries 
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Password protection 
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Manage User settings 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Working with Guest 
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Create and Manage Security Groups 
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Deploying and Configuring Tools and Applications for Office 365 
Monitor Office 365 service health 

Microsoft 365 network connectivity test 
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Microsoft 365 billing 
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Microsoft 365 Reports 

Adoption Score 

 The Adoption Score provides insights into an organization's progress in adopting Microsoft 365 tools and services. It 

tracks people experiences and technology experiences to evaluate digital transformation. 

 

 

 

 

 

 

 

 

 

 

 

The Actions section provides recommendations to enhance the adoption of Microsoft 365 services. It suggests specific 

actions to improve content collaboration, communication, and mobility within the organization. 
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Recommended Actions: 

1. Encourage people to create files in SharePoint or OneDrive: 

¶ Category: Content collaboration. 

¶ Metric: People creating files by location. 

¶ Description: Promotes saving files to SharePoint or OneDrive to improve accessibility and collaboration. 

2. Encourage users to email files with cloud attachments: 

¶ Category: Content collaboration. 

¶ Metric: People sharing files in email by type. 

¶ Description: Recommends using cloud attachments instead of traditional attachments for easier access 

and sharing. 

3. Encourage people to communicate using Teams: 

¶ Category: Communication. 

¶ Metric: People communicating by modes. 

¶ Description: Encourages effective collaboration through Microsoft Teams. 

4. Encourage people to use @mentions in Outlook: 

¶ Category: Communication. 

¶ Metric: New email threads receiving a response by using @mentions. 

¶ Description: Highlights the benefit of using @mentions for better email responsiveness. 

5. Encourage people to use Outlook mobile: 

¶ Category: Mobility. 

¶ Metric: People using Outlook across platforms. 

¶ Description: Suggests using the Outlook mobile app to stay connected on the go. 

Usage 
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Organizational Messages 
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Customize Office 365 installation 

https://config.office.com/officeSettings 
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Place the XML File 

¶ Move the downloaded XML configuration file (e.g., Ahmed Office configuration.xml) into the same folder as the 

Office Deployment Tool executable (setup.exe). 
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Install Microsoft 365 apps 
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Planning and Managing Exchange Online 
Managing Exchange Online Mailboxes 
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Managing Groups in Exchange Online 
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Resource Mailboxes 
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Plan and Configure Mail Flow 
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