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AdministeringMicrosoft 365

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.

akrown

o

8.

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

Microsoft ExcelA spreadsheet program used for data analysis and visualization.

Microsoft PowerPoint:A presentation software for creating slide shows.

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

Microsoft OneNote:A notetaking program that gathers handwritten or typed notes, drawings, screen clippings,
and audio commentaries.

Microsoft TeamsA collaboration platform that combines workplace chat, meetings, notes, and attachments.
Microsoft OneDriveA file hosting service that allows users to sync files and later access them from a web
browser or mobile device.

Microsoft SharePointA webbased 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 dgisiep guide to create an Office 365 tenant:

1. Sign Up for Microsoft 365

il

Compare Office 365 Enterprise Pricing and Plans | Microsoft 365

2. Domain Registration

f
f
f

Go to theMicrosoft 365admincenter. Or using.. - Microsoft Entra admin center
Default Domain Microsoft assigns a default domain (eyjurcompany.onmicrosoft.com).
If you want to use your organization's domain (eygyrcompany.com):

1. Go to theAdmin CentefbSetup

2. Add your domain.

3. Update the DNS records with your domain registrar to verify ownership (e.g., MX, CNAME, TXT, and S
records).

<« &) 25 admin.micosoft.com/#/featureexplorer w -

Microsoft 365 admin center £ Search

= Home > Setup

) Enable Dark mode

Ry Home
@ Copilot Setup
R Users hd Discover, learn about, and set up services, solutions, and add-ins available with your subscription.
B Teams & groups v L .
group: For organizations like yours Show more

Ifl Marketplace

’ i Set up email with a custom domain a Connect with more customers
E Billing ~

Let customers schedule virtual and in-person

Connect a domain that you own, or get a new
I £ sewp one appointments with you.

-+ Showall

Featured collections

Lists of related actions to help you manage a scenario or meet a goal.
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(& 2% admin.microsoft.com/#/featureexplorer/./setupemailforcustomdomain

Set up email with a custom domain x

Create email addresses that end in your organization's name, like you@alpineskihouse.com.
To get started, choase your domain.

Use a domain you already own
Connect your organization's domain to
Microsoft 365.

Or you can buy a new domain.

Microsoft 365 admin center

i usels -
' Teams & groups v
B Roles ~
1B Resources ~
Ii] Marketplace

B silling ~
€ Support ~
ol Settings ~
& setup

b Reports ~
P Health v

Admin centers
@ Security

@ Compliance

rosoft 365 admin center

. .
o Teams & groups ~
5 FRoles v
B Resources ~
J Marketplace

B Billing hd
£ Support v
8 Settings v
J’ Setup

I~ Reports ~
P Health ~

Admin centers
@ Security

@  Compliance

m— oo

£ search

Set up domain

Overview

Add domain

Set email addresses

Connect email

O—O0—0—0—®

Finish

Set up email with a custom
domain

Set up secure and reliable email for your organization. We'll walk you through a few steps.

1. Add your domain (for example, alpineskihouse.com)

Sign In to the website that hosts your domain to confirm you own it.
2. Set up email addresses (for ple, y Ipineskil com)
You'll need to sign in with your new email address.

3. Connect your domain to email
Return to the website that hosts your domain and make updates to route email with Microsoft 365

This short video shows how you'll set up email with Microsoft 365.

£ Search

Set up domain

@ Overview

@ Add domain

(O Setemail addresses

O Connect email

O Finish

Add your domain

The domain you add will appear after the @ at the end of your email address, for
example, alpineskihouse.com.

Enter the name of your domain

| servertrainingxyz |

Learn how to add a domain

Microsoft 365

Add a

domain

-
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Microsoft 365 admin

£ search

= Setup domain
o users v
o Teams & groups ~

@ Overview
55 Roles ~ |
B Resources ~ @ Add domain
2] Marketplace |

+ Domain name
B Biling ~ |

®  Domain verification
£t Support ~
@ Settings v O Set email addresses
2 Setup |

O Connect email
b~ Reports ~ |
@ Health ~ O Finish

Admin centers
9 security
® Compliance

B2 Microsoft Intune

Verify you own your domain

Before we can set up servertraining.xyz, we need you to sign in to your domain host and verify that you own the
domain. Learn how to find your domain host

") Sign in to GoDaddy (recommended) (chaose a different domain host)

Select Verify and we'll take you to GoDaddy to sign in so you can give us authorization to verify your domain.
When you're done, we'll bring you back here to finish setup,

Add a record to verify ownership

Gpen 2 new brawser ah and sign in to the website of your domain hast YW detected your hast is: GoDaddy

Find DNS management for servertraining.xyz and acdd a new record, Wake the new record match the TXT record shown hel
MX record if your host doesn't support TXT We'll check and confirm the record was added to verify you own the domain

Don't worty, adding this recard won't affect your existing email or other services and it can be safely removed at the end of

Step-by-step instructions

TXT record M record

TXT name

Do {or skip if not supported by provider)

TXT value
D Ms=ms936

T

[ 3600 (or your provider defaulr) )

Back Close

& (dentity
B search

= Setup domain
o usens @
B Teams & groups ~

@ Cverview
o FRoles o |
&  Resources o @ Add domain
5] Marketplace |

 Domain name
S siling - |

®  Verify your domain
2 Support v
3 Settings w O Setemail addresses.
& Setup |

O Connect email
k2 Reports ~ |
% Health ~ O Finish
Admin centers
@ Security
@ Compliance
B2 Micresoft Intune
& |dentity

£ Ssearch

= Setup domain
o users ~
4 Teams & groups ~

@ Overview
Fs Roles ~ |
& Resources v @ Add domain
] Marketplace |

Domain name

=T ~ |

#®  \Verify your domain
@ Support ~
B Settings ~ O Set email addresses
2 seup |

(O Connect email
k2 Reports ~ |
% Health ~ Q Finish

Admin centers

@ Security

@ Compliance
5 Microsoft Intune
o

Identity

Find DNS management for servertraining.xyz and add a new record, Make the new record match the TXT recard shown here
MX record if your host doesn't suppert TXT. We'll check and confirm the record was added to verify you own the demain,

Don't worry, adding this record won't affect your existing email or other services and it can be safely removed at the end of se

Step-by-step instructions

Host Name

[y @ (or skip if not supported by provider)

Points to address or value

1 mes

Priority

[0 324 or any large value not used already)

Tm
[ 3600 (or your provider default)

Back Verify
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=
Q
e
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=
@

users v
Teams & groups ~
Rales w
Resources ~
Marketplace

Billing v
Support ~
Settings ~
Setup

Reports ~
Health ~

Admin centers

-]
(=]
L3

and continue from here

crosoft 365 admin center £ search

Security

Compliance

Micrasoft Intune

Identity

® £ 0 8

& o 00D &

crosoft 365 admin center £ search

® E 0 & =

& o 00D &

Home
Copilot
Users
Teams & groups
Roles
Resources
Marketplace
Billing
Suppart
Settings

| Domains

Search & intelligence

Org settings

Home

Copilot

Users

Teams & groups
Roles

Resources.
Marketplace
Billing

Support

Settings
Domains

Search & intelligence

2 search
Setup domain
@ o Set your new email address
@ Add domain
| After this step, you'll need to sign out of the admin center. When you sign back in, use your new email address, and we'll
help you continue setting up email,
@ Sset email addresses
You'll use this and your same password to sign in to the admin center and your Microsoft 365 apps from now on.
®  Your email address
| Current email address
=|' User email addresses aabdelwahed @5dz3td onmicrosoft.com
©  Mew email info New email address
aabdelwahed @servertraining.xyz
O Connect email
O Finish

Back Update and sign out Close

Home > Domains ) Enable Dark mode

Domains

Add domain = Buy domain () Refresh % Filter | 0 Search domains =

Domain name 7 Status T Choose columns
servertraining.aryz (Default) : © incomplete setup
[ sdz3td.onmicrosoft.com 1 @ Healthy

Home > Domains > servertraining.xyz ) Enable Dark mode

servertraining.xyz

Setup incomplete - Default domain

II> Continue setup |l Remove domain () Refresh

Overview Users Teams & groups  Apps

Domain status
© incomplete setup

Continue setup to finish connecting your domain to Microsoft 365.
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Domains > Add domain

Add domain

Connection options

]
|

@ cConnect domain
|

L]
|

o

Finish

Domains > Add domain

o

@ @ Connect domain
A

. | Connection options
Py ®  Add DNS records
B O Finish

]

B

&z

&

&

=

@

L4

L4

F=]

o

(4]

Domains > Add dom:

@ Add domain

@ Connect domain

@ Finish

S 0 O % » &8 2

How do you want to connect your
domain?

Connect your domain to your Microsoft services so you can use email and instant messaging. There are a couple of options to
cansider, depending on how you'd like to manage domain name service (DNS) records for your domain servertraining.xyz

Learn more about DNS records

() Let Microsoft add your DNS records (recommended)
Since GoDaddy is your DNS hosting provider, all you have to da is sign in and we'll update your DNS records. We'll also set up
Exchange for Outlook for email, contacts, and scheduling

Add your own DNS records
you have a complex record structure, choose this option. Next, we'll provide a list of DNS records that you'll need to
add for your domain at your DNS host.

O Skip and do this later (not recommended)
Your Microsoft services wen't be cannected to this domain. When you are ready, go to the Domains page te finish setting it

£ Search

Add DNS records

To start routing email through Microsoft 365 for servertraining xyz, select Exchange and Exchange Online Protection, then Add DNS recards, We'll prompt you to sign in
10 GoDaddy to approve the connection and automatically add the DNS records required for that service

I you don't want to set up a service, clear the selection and centinue without adding DNS records for it

B exchange and Exchange Online Protection

T Med by Exchange. Set up this service to enable all the functionality of Outlook and other enail clients. Exchange services need
3 rchldstrvak right an Mx record tells where to deliver email messages, a 1X[ to prevent someone from spoofing your domain to send spam, and a CNAME record
for client-side Autodiscover, helping mail clients connect users ta their respective mailboxes

Don't add these DNS records if:

* You need custom DNS rauting far your email, for example, to route traffic through an external spam filtering service
* You're already using Fxchange on-premises as well as Exchange Online {akso called a hybrid deployment)

If this applies, you will need to clear the Exchange and Exchange Online Protection selection and set up your awn custom DNS records to route email through
Microsoft 365 later.

Important: Before adding these DNS records, make sure you've already set up servertraining xyz email addresses in Microsoft 365 for all existing users who still need one,
or they won't be able to send and receive email

Type Hest name Peint to address er value bt
MX 0ser 1 Hour
™ @ V=5 1 Hour

£ Search

©Domain setup is complete

servertraining.xyz is all set up and you can now view and manage it from your domains list
You can now go to Active users lo add new users and set up email addresses or aliases for everyone who needs to use servertraining.xyz for email

Next steps
Go to Active users

View all domains

Was it easy 1o add your domain? Yes No
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i Microsoft 365 admin center

fy Hom .
Domains
& Copilot
R users ~
rdel domain uy domain () Refresh ilter | O Search domains =
Add d B Buy d i Refresh Fil
" Teams & groups b
i B > Bomain name s hooss cok
B R es ~
servertraining.xyz (Default) : @ tHeaty
] Marketplace
Sdz3td.onmicrosoft.com : @ Healthy
B silling ~

=]

Suppert v

Now you can create users and groups from scratch or migrate your current Active Dirgssosyand computers by
configuring a hybrid environmenisingEntra ID Connect

3. Set Up Users and Assign Licenses
1 Navigate toUsersI'hActive Users
1 Add users manually or use a bulk import tool if you're adding multiple accounts.
1 Assigrappropriate Microsoft 365 licenses to each user (e.g., Office 365 Business, E3, E5).
4. Configure Security Settings
1 Set up multifactor authentication (MFA) for admin and user accounts.
1 UseMicrosoft Security Default®r custom conditional access policies for added security.
1 Enable Secure Score recommendations for best practices.
5. Configure Microsoft 365 Services
1 Email (Exchange OnlineGonfigure email domains, mailbox policies, and shared mailboxes.
 Teams Set up teams, channels, anodmmunication policies.
1 SharePoint and OneDriveConfigure storage settings and collaboration spaces.
1 Compliance Enable data loss prevention (DLP) and retention policies.
6. Customize Tenant Settings
1 Go toSettingsIHOrg Settings
1 Add your company logo, name, and theme.
1 Configure regional settings like time zone and language.
7. Verify Configuration
1 Test email, file sharing, and collaboration tools to ensure proper setup.
1 Check for alerts or pending actions in thémin Centerdashboard.
8. Optimize with Additional Features
1 Set up Azure Active Directory for identity and access management.
1 Integrate Power BI, Microsoft Viva, or other Microsoft 365 services.
1 Enable auditing and reporting for compliance and activity tracking.
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Managing Users ardroups in Office 365

Create and Update User Accounts

P Search

Add a user

® Busics Set up the basics

O Produet licenses To get started, fill out some basic information abaut who you're adding as a user.

O Optional settings

‘ First name Last name

O Finish ‘ Ahmed Abdehwahed
Display name *

‘ Ahmed Abdelwahed

Username * Domains

‘ ahmed @ | servertraining.xyz v

B Automatically create a password

B Require this user to change their passward when they first sign in

You can assigitense during user creation and later.

€ > C 25 admin.microsoft.com/#/users/:/adduser

B search

Add a user

O fasis Assign product licenses

@ Product licenses Assign the licenses you'd like this user lo have

O Optional settings

Select location *
O Finish Oman

Licenses (1) * ~

@) Assign user a product license

B3 Microsoft 365 ES Developer (without Windows and Audio Conferencing)
8 of 25 licenses available

s
They may have limited or no access to Microsoft 365 until you assign a product

license.
Apps (73) ~

Show apps for:

All licenses

B selectal

www.abdelwahed.me
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Also, you assign user role during user creation and later

£ Search

Add a user

Optional settings

@ Basics
| You can choose what role you'd like to assign for this user, and fill in additional profile
@ Product licenses Infommation
Roles (User: no administration access) AN

O Finish

Admin roles give users permission to view data and complete tasks in admin centers. Give users only the access they
need by assigning the least-permissive role.

Learn more about admin roles

@ User (no admin center access)
() Admin center access

Global readers have read-only access to admin centers, while Globgl admins have unlimited access to edit all
settings. Users assigned other roles are more limited in what they cdn see and do.

e Administrator @

slobal Administrator @

iministrator @

£ Search

Add a user

© basics Review and finish

@ Product licenses

Assigned Settings
@ Optional settings Review all the info and settings for this user before you finish adding them.

Display and username
Ahmed Abdelwahed
ahmed @servertraining xyz
Edit

Password
Type: Auto-generated
Edit

Product licenses

Location: Oman

Licenses: Microsoft 365 ES Developer (without Windows and Audio Conferencing)

Apps: Places Core, Defender Platform for Office 365, Immersive spaces for Teams, 70 more

Edit
Roles (default)
User (no admin center access)

Edit

Profile info

Cancel

B Search

Add a user

O e @ Ahmed Abdelwahed added to active users

O Froduct heenses ‘Abmed Abemahed will now appear in yous kst of active usees

@ Optional settings detsils
@1 Print
@ Finish
Display name: Abmed Abdobuahed
Username: ahe ed@servertraining xyz

Password: Show

Licansas bought
Nore

Licenses assigned
Microsaft 365 £5 Develoger fwithaut Wirdows and Audio Conferencing)

www.abdelwahed.me
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Role assignments

i1 Microsoft 365 admin center L search

= Home > Role assignments

@ Home - Exchange Administrator
Role assignments g
@ Copilot P Run As
A Users N Microsoft Entra D Exchange  Intune  Billing
AP Teams & groups ~ General Assigned Permissions
foL, (i A Assign Microsoft Entra (Microsoft Entra ID) built-in roles to users who need acces:
=]

admin centers and resources in Microsoft Entra ID, such as users, groups, and apf Who should be assigned this role?

Rol ts Microsoft Graph API
Assign the Exchange Administrator role to users who need to do the following:

PR D Learn more about roles in Microsoft 365
* Manage most admin features in the Exchange admin center

Resources ~ * Manage mailboxes and anti-spam policies

E=)
. * View activity reports
] Marketplace Yz Add to favorites | <% Assign adminsf [> Run As iz Compare roles *» Open and manage support tickets
=
@

* Monitor service health

Billine ~
1) [ N . % N ! Note: This role doesn't give permission for Identity Protection Center or Privileged
Support o — — e Identity Management.
I Exchange Administrator I : * Full access to | Learn more
52 Settings ~ service health,
& Setup [} Global Administrator : Has unlimited — pggigned Category
Q Collaborati

k2 Reports e [] Global Reader : Can view all ac ollaboration
% Health v N

Helpdesk Administrator H Resets passwo
requests, and

Admin centers =
Administrative units

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

1. Group Resourcerganize resources by department, location, or team.
o Example: Create an AU for "Sales" or "HR."

2. Delegate AdministrationlLet 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 SecurityEnsure admins have access only to the resources they need, reducing mistakes and risks.

Microsoft 265 admin center £ Search

= I Administrative units > Add administrative unit ]

@ Home
-

B Coniot @ Basics Basics

opilo
2 Users ~ O o | Administrative units let you limit admins to manage users for a specific department, region, or any segment that

ptional settings your organization defines. Start by giving the administrative unit a name and description that will let other admins
' Teams & groups w know its purpose. Learn more about admin units
2. Rol . O Review and finish
] es

Name *

Role assignments.
HR
Administrative units

B Resources ~ Description

Enter a description that lets other admins know the purpose of this
[%] Marketplace administrative unit
B Billing ™

www.abdelwahed.me
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min center L Search

= Administrative units > Add administrative unit

B B | Add members I

Basics
@& Copilot °

The administrators assigned to this unit will manage the settings for these users and groups. Adding groups
8 Users v @ Optional settings doesn’t add users to the unit, it lets the assigned admins manage group settings. You can only add up to 20
P g members individually or you can bulk upload up to 200 users. If you need to add more, you can edit this unit to

/ Teams & groups v add themn.

Members
pg Roles ~

Role assignments Roles ®) Add up to 20 users and groups.

.
v
| () Upload users

To bulk add up to 200 users to this unit, upload a text file that has each user's username on a separate line.

% Resources e Download the sample file to see a formatted example and to get started

Ii'l Marketplace
2, Addusers 3% Add groups

B Billing v
Support v
© swe ] Name T Email address Type
e Settings N
[ Useroo2 userlD2@m 365 today User
&3 Setup -
] User003 user003@m 365 today User
k2 Reports v -
[ UseroD4 user004@m365 today User
% Health ~
=
Back Next Cancel

Microsoft 365 admin center

= Administrative units > Add administrative unit %
@ Home 2 Assign admins .
@ Basics User Administrator
@ Copilot ‘
Role T
v
R Users @ Optional settings Groups Administ General Permissions.
' Teams & groups v
v Memb: Helpdesk Admini
s Roles “~ et ‘ elpcles | You can assign admins to this unit individually or you can add them using a group.
Role assignments m H i
¢ L) License Administ )\ ot wes added to this rle *
| Administrative units @ Review and finish 0 password Al
2 Resources v
[]  SharePoint Admi A, Addusers % Add groups v Filter | 0 Search this list
] Marketplace
B silling v ‘ Toams Admeiliey [] Name T Last sign-in
€ support 7 O Teams Device Ad || | useroo1
user001@m365.today
& Settings ~
User Administral
ﬂ Setup
b Reports ~
D Health ~ : |
Back Next
Admin centers
4
1
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25 admin.micr

Microsoft 365 admin center

Home > Active users Sdz3t4 Sign out

Home

Active users

Copilot
—A( U

User001
user001@m36s.taday

@
@
A

P . account
Users ~ (D Refresh €Y Resetpassword & Export users Y Filter | 2 Searc
icrosoft 365 profile
f/V \
Guest users Display name Username Licenses (R,) Sign inwith a diferent account
Y
Deleted users N
User002 : user002@m365.today Unlicensed
3 Teams & groups ~
Usero03 : userG03 Em36Stoday Unlicensed
A Roles S
User004 : user004@m365.today Unlicensed
Role assignments
B siling ~ User005 : user005@m365today Unlicensed
¢ Settings ~ User006 : user006(m365 today Unlicensed
Admin cente User007 : wser007 @m365.10day Unlicensed
min centers
@ Security User008 user008@m 365 today Unlicensed
@ Compliance User009 : User009Em 365 taday Unlicensed 0 Help & support
BEa  Microsoft Intune 0 or010@M 365
User010 : user010@m365 t0day Unlicensed B Give Feedback
& icentity Useron : userd1@m365.today Unficensed

Block access to all admin Portals for end users

Microsoft Entra admin center 0 Search resources, services, and docs (G+/) T Copilot

Bn Applications ~ . . . . . . -
> Microsoft Authenticator settings > Security | Identity Protection > Identity Protection | Conditional Access > Conditional Access | Policies >
o n
Rales & admins. v
= New - ®
. Conditional Access policy
@ Billing ~
Name * Resources (formerly cloud apps) w
B Setfings v | Block All End users to Access Admin Portals - ]
Include  Exclude
~ Assignments
~ O None
Users (O

Identity Protection

IA\I users included and specific users excluded ] Access

Ty O All resources (formerly 'All cloud apps’)

\!J Select resources

Security Center 1 resource included
Identity Secure Score Network | NEW | (D Edit filter
MNone
. . Not configured .
Multifactor authentication
Select

Conditions @
Authentication methods
0 conditions selected

Password reset

Enable palicy
Custom security attributes ( Report-only - Off )'

Risky activities T A\ 1t looks like you're about to manage your organization's security configurations. That's great! You must first disable security defaults before enabling a Conditional
Access pelicy.

2 Learn & support N

reate
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Block Access to all M365 Services based on Countries

First you have to identifihe allowed countries

Microsoft Entra admin center P Search resources, services, and docs (G+/) I T Copilot

iy Applications S B

nditional Access > Conditional Access

> Microsoft Authenticator settings > Security | Identity Protection > Identity Protection | Co

o )
a7 s .
t® foles &admins «.» Conditional Access | Named locations - X
. Microsoft Entra ID
B Biling v
« | IP ranges location (7] Configure multifactor authentication trusted IPs =+

& Settings R O Overview

Named locations are used by Microsoft Entra security reports to reduce false positives and by Microsoft Entra Conditional
& Protection ~ Policies Access policies. Named Locations that are marked Trusted or configured in Conditional Access Palicies cannot be deleted

. . Learn more (3
@ Insights and reporting

Identity Protection

X Diagnose and solve problems &2 Search by name
Manage Location type: All types Trusted type: All types & Reset filters
Security Center
1 named location found
il b e i1 Custom controls (Preview)
MName Location type Trusted Conditional Access...
Multifactor authentication Terms of use

Countries (IP)

Authentication methods VPN connectivity

« Authentication contexts
Password reset
@ Authentication strengths

Custom security attributes

Classic policies

Risky activities h Monitoring

ko

Learn & support A 3 Sign-in logs

Microsoft Entra admin center £ Search resources, services, and docs (G+/)

te Applications S N X X X X X . .
> Microsoft Authenticator settings > Security | Identity Protection > Identity Protection | Conditional Access > Conditional Access | Palicies >
g‘ Roles & admins A NEW
o Conditional Access policy
@ Billing N -
Learn more o' Configure 0
i3 Settings v No )
N :
EI Protection A Block M365 from outside OMAN v | Imcludel Exclude I
Identity Protection Assighments Select the locations to exempt from the policy
- [O) All trusted networks and locations
Conditional Access tees s O
All ¢ nt Netwe
Security Center (®) Selected networks and locations
Target resources (0
Identity Secure Score Select
Multifactor authentication Network| NEw| @ OMAN
AU R e Any network or location and 1 excluded OMAN s

Password reset
Enable policy,

Custom security attributes Report-only Off

Risky activities e A\ 1t looks like you're about to manage your organization’s security configurations. That's great! You must first disable security defaults before enabling a Conditional
Access policy.

£ Learn & support N

eate
«
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Passwordprotection

Microsoft Entra admin cent £ Search resources, services, and docs (G+/)

N Home > Identity Protection | Dast

vard > Security | Authentication methods > Authentication methods

ﬂ Applications.

a ! " Authentication methods | Password protection = - p
flzkeston 5dz3t4 - Microsoft Entra ID Security

Identity Protection O Search « save X Discard A7) Got feedback?

Conditional Access Manage

Custom smart lockout

o o
| Authentication methods | $ Policies Lockout threshold () [0

assword protection
Password reset Lockout duration in seconds O | 60
= Registration campaign

. Custom banned passwords
Q  Authentication strengths = -~

Enforce custom list. © (v ] No )

Custom security attributes

Risky activities Settings
Custom banned password list © | password2024
{2 Identity Governance ' Monitoring
HB  External Identities N fil Activity
E User registration details
Show more
@ Registration and reset events
& Protection N % Bulk operation results Password protection for Windows Server Active Directory
Enable password protection on Windows (MDD No D)
@  Identity Protection = Server Active Directory (O
£ Leam & support A~ Mode © f\ Enforced
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Manage Usesettings

Microsoft 365 a

in center £ Ssearch

Home > Active users

@ Home .
Active users Ahmed Abdelwahed
@ Copilot
Iﬂg Reset password (3 Block sign-in ., Delete user I
,Q_ Users ~
Recommended actions {
I Active users Account Devices Licenses and apps Mail  OneDrive |
Contacts
A R Addauser O M Username and email Aliases
ahmed@servertraining.xyz Manage username and email

Deleted users
Manage username and email

A Teams & groups ~ [7]  Display name T
Last sign-in Sign-out ®
s Roles 4 [ abdullah View last 30 days Sign this user out of all Microsoft 365 sessions.
I8 Resources ~ Sign out of all sessions
J Adele Vance
[] Marketplace Alternate email address Groups
O Ahmed Abdeht None provided Manage groups
& Biling v Add address
£ Support ~ Ahmed Abdelw Roles Manager
£t Settings ~ Mo administrator access None provided
[ Alex Wilber Manage roles Add manager
Domains
Search & intelligence [} bushrasinanist Contact information
Org settings.

Micrasaft 365 Backuo

Working with Guest

<« c “_viewIMicrosofthADstersAndTenants,r‘UserManagementMemu Blade/~fAllUsers/menuld/

Microsoft Entra admin center P Search resources, services, and docs (G+/} I ™ Copilot

Home >
A Home
o Users - X
f What's new B8 i
[ Diagnose & salve problems £ Search « -+ Newuser ~ [i] Delet= | Download users [% Bulk operations »~ () Refresh -+
aa All users C 0. &
. Create new user |
 Favorites N B Audit logs Create a new internal user in your organization
er
3 sign-in logs ]
) Identity Py Invite external user
# Diagnose and solve problems [ g‘r‘;ﬁ;:tf:r‘fma‘ user to collaborate with yoult  yser principal name 7L User type On-premises sy.
@ Overview & Deleted .
oa Deleted users ['_] " 2bdullah abdullah@5dz3td.onmicr.. [ pmember No
B g A~ Password reset 0 Al Ve AdeleV@sdz3td.onmicros.. [ member No
4 i
I All users & User settings [ ) Ahmad hdahuahed aabdelwahed®5dz3tdon... [ aamhar e
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Microsoft Ei admin center 2 Search resources, services, and docs (G+/) I  Copilot

Home > Users >

f Home .
Invite external user - X
1 What's new Invite an external user to collaborate with your organization
[ Diagnose & solve problems Basics  Properties Assignments Review + invite -
i Invite a new guest user to collaborate with your organization. The user will be emailed an invitation they can accept in order to begin collaborating. Learn more 3
% Favorites N El y 9 Y P! 9 9
Identity
> Identity ~
B G Email @ * ahmed sgmail.com
verview
I'Q‘ Users ~ Display name
All users Invitation message
(e 2 O Send invite message
User settings
Message
A Groups v
Y
& Devices A .
Cc recipient
2 L & - 2o eriba vadicact 1IBL A & £ coin iFtannnild—ACQAIEDY SE-T A s
44 Learn & suppol
< Previous Next: Properties > A Give feedback
«
Create and Manage Security Groups
€« c 25 entra.microsoft.com/#view/Microsoft_AAD_IAM/AddGroupBlade 5 ¥ a i
Microsoft Entra admin center £ Search resources, services, and docs (G+/)
- N
3 Identity A Home > Users > Invite external user > Groups | All groups >
) New Group - ps
@ Overview
R users -~ A7 Got feedback?
All users I| Security ~ |I -

Group name * (O
Deleted users P -

I Enter the name of the group |

User settings . i
Group description (0

IPP‘“ Groups A I Enter a description for the group |
@i Microsoft Entra roles can be assigned to the group ©
(v QEEED)
All groups
Membership type * O
Deleted groups I Assigned ~

. Assigned
Group settings
Dynamic User

I Devices N
Dynamic Device

% Applications e

No members selec
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Deploying and Configuring Tools and Applications for Office 365
Monitor Office 365service health

Microsoft 365 network connectivity test

« 2> C 25 admin.microsoft.com/Adminportal/Home# /servicehealth

ft 365 admin center £ search
= [Z Reportanissue & Customize = Change view
i Teams & groups hd
Active issues Microsoft is working on
S Roles v
Issue title Issue type Affected service
& Resources ™
Some users’ searches may fail and provide no results in the Outlook desktop client and Outlock on the web Advisary bxchange Online
ﬁl Marketplace
= ~ N
Service status
Support o
e it Service Status
) Settings ~
Exchange Online A 1 incident, 2 advisories
J’ Setup
Microsoft 365 suite A 1 incident, 1 advisory
K2 Reports ~
Microsoft Power Automate in Microsoft 365 A 1incident
A~
N Microsoft Purview A\ 1 incident
I service health
Message center Microsoft Teams A 1incident
gocuctissdbact SharePoint Cnline A incident
Netwark connectivity Q
Dynamics 365 Apps Health
Software updates 4 il @ Healthy
i =
Microsoft 365 apps. @ Healthy
Admin centers
Mirrncnft IRE far tha wah -

5 admin center £ search

< X

Users may be unable to access or use some Microsoft 365 services and features
2 Manage notifications for this issue [ Copy text

[—
- Users are unable to see historic Copilot conversation history in meetings and post
meetings.

Scope of impact

Any user routed through affected infrastructure and attempting to use the
functionalities outlined in the More info section of this communication may be
affected by this event.

Preliminary root cause
A recent change has resulted in a portion of infrastructure not operating as
expected.

Updates

®  Nov 25 2024, 8:44 PM GMT+4

We're rerouting traffic to alternate infrastructure to expedite mitigation. In parallel,
we're resolving complications leading to the delays in targeted server restarts.

This quick update is designed to give the latest information on this issue.
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<« c 25 admin.microsoft.com/Adminportal/Home#/servicehealth/history a ¥ -
Microsoft 365 admin center P search
= Home > Service health ) Enable Dark mode
A Teams & groups v
* Mov 25, 2024, %:32 PM GMT+4
P Service health
) es
% Resources v Overview | Issue history | Reported issues
(] Marketplace
View info about the history of incidents and advisories that have been resolved,
B Biling e
1] Support ~ Report an issue Customize Titems | ° Search [E Past 7 days ° Filter = Change view
L Settings b
il rvice Issue origin D Status Start tim
& setup
-, » ©  Some users may be unable to search in SharePoint Online  [pharefoint Online Microsoft SPa41302 False positive Nov 25,
PO
% Health A ©  Users may be unable to see the finish date of incomplete raject for the web Microsoft PW939324 Service restored Nov 13,
tasks in the grid view of Project for the web
I Service health
©  Users can't access Intune blogs news and the customer icrosoft Intune Microsoft 11925560 Service restored Nov 5,21
Message center success blog from https://intune.microsoft.com
Product feedback . ) . i
A Some users' inbound email messages containing some xchange Online Microsoft FX921449 Post-incident report published ¢
Network connectivity URLs may be unexpectedly marked as phishing
SaiRE plae A Users may experience failures for multiple scenarios in bynamics 365 Apps Microsoft CRI17769 Post-incident report published
Omnichannel for Customer Service
Admin centers

A a e d £t Sl Dt Ptin [V E— cpaaeTEs

Ak

Microsoft 365 billing

Microsoft 365 admin center P Search
= Home > Licenses /) Enable Dark mode
@ Home M
Licenses
@ Copilot
2 Users o Subscriptions  Requests Auto-claim policy
R Teams & groups. v
Select a product to view and assign licenses. Each product below may contain licenses from
Fa Roles ™ multiple subscriptions. Learn more about assigning licenses
%8 Resources e Go to Your products to manage billing or buy more licenses
[C] Marketplace
z . —
Y Export () Refresh litem ° Filter =
& Biling ~ = et
Your products
B Name 7 Available licenses Assigned licenses Account type
I Licenses
Bills & payments o Microsoft 365 ES Developer (without Windows and Aud... & ——T[25 Organization

Billing accounts
Payment methads

Billing notifications

kS Support v .
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Microsoft 365 Reports
Adoption Score

The Adoption Score provides insights into an organization's progress in adblitirgoft 365 tools and services. It
trackspeople experiencesndtechnology experienceto evaluate digital transformation.

Microsoft 365 admin center P search

= Home > Adoption Score ) Enable Dark mode
L g
5 siling ~ Adoption Score
Your preducts
Adoption Score pravides insights into your organization's digital transformation journey through its Your organization's score: 0%
Licenses. use of Microsoft 365 and the technology experiences that support it. Your crganization's score
Bills & payments reflects people and technalogy experience measurements and can be compared to benchmarks -
from crganizations similar to yours. Total score: 0/0 points
Billing accounts M
|
Payment methods Querview  Acticns
M YourOrg A Peer Benchmark
Billing notifications
£ Support ~ Your organization's Adoption Score s the total of its
People experiences people experiences and technology experiences
& Settings ~ scores, which are each comprised of several
categories of data. Scores are not provided at the
2 Setp Peaple experiences insights will be available soon individual user level
After you allow use of your org's data for calculating people experiences,
b~ Reports insights may not be available for up to 7 days, Please check back later.
| Adoption Score Score components 0/0 points
Usage
Organizational messages.
Learn about how your org's score is calculated
% Health ~

Technology experiences
Service health 9 exp

Message center Endpoint analytics Your organization’s score history

Product feedback Endpoint analytics is not set up for your 100

TheActionssection provides recommendations to enhance the adoption of Microsoft 365 services. It suggests specific
actions to improvecontent collaboration communication andmobility within the organization.

Microsoft 365 admin center P Search

Adoption Score

—
Adoption Score provides insights into your organization's digital transformation journey through its use of
G Microsoft 365 and the technology experiences that support it. Your organization's score reflects pecple and
technology experience measurements and can be compared to benchmarks from organizations similar to yours.
e -
| Al available actions (@) The recommended actions feature is in preview:
Manage your org's messages
@ 98 ¥t 9 9 Name Related category Related metric Description
- Fil d to ShareFoint or OneDrr bl
Encourage people to create files in SharePoint of On... | Content collaboration  People creating files, by location fles saved to Sharefioint or ebive are accessibl
- Create a message to the people in your org to supp
- - . . Emailing cloud attachments instead of links allows
Encourage users to email files with cloud attachments Content collaboration People sharing files in email, by type
o PRS2 1o encoUrage YO Lisefs to sand cloud ot
& Encourage people to communicate using Teams Communication People communicating, by modes Creale a message o encourage the people in your
effectively with each other.
N ) Using @mentions in email im proves respor
& Encourage people to use @mentions in Qutlook Communication New email threads receiving a response, by " message to encourage the peoploliEY
i= . Using Outloak on mobile devices helps pe
= Encourage people to use Outlook mobile Mobility People using Outlook across platforms =
message to encourage the people in your

Sanding 4 summary aftar a Taames mastinn nrovirla:
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Recommended Actions:

1. Encourage people to create files in SharePoint or OneDrive
1 Category Content collaboration.
1 Metric: People creating files Hgcation.
7 Description Promotes saving files to SharePoint or OneDrive to improve accessibility and collaboration
2. Encourage users to email files with cloud attachments:
1 Category Content collaboration.
1 Metric: People sharing files in email by type.

7 Description Recommends using cloud attachments instead of traditional attachments for easier access
and sharing.

3. Encourage people to communicate using Teams:

1 Category Communication.

1 Metric: People communicating by modes.
1 Description Encourages effective collaboration through Microsoft Teams.
4. Encourage people to use @mentions in Outlook:

1 Category Communication.

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

1 Description Highlights the benefit of using @mentions for better email responsiveness.
5. Encourage people to use Outlook mabile:

§ Category Mobility.

1 Metric: People using Outlook across platforms.

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

Usage

i1 Microsoft 365 admin center P search

Home > Usage > Exchange

i

e

B Biling ~
Your products.
Licenses
Bills & payments
Billing accounts
Payment methods

Billing notifications

2 sy pport v
R Setti ngs ~
f Setup

ke Reports ~

Adoption Score

Organizational messages
@ Health ~
Service health

Message center

Usage

2 Enable Dark mode

Overview

Reports

Oy Microsoft 365 Copilot
&3 Exchange

& Forms

& Microsoft 365 apps
@ Microsoft Browser
5 Microsoft Teams

6 Microsoft Teams apps

& OneDrive

@ Project

B> SharePoint

Email activity Email app usage

Last updated: November 23, 2024 (UTC) 7

Help [l Past30days

Activity 4 Export

Number of actions by type

Oct 25 Nov3 Moy 13 Nov 23

W sent W Received M Read 2 more

Users 4 Export

Number of users by activity type

Oct 25 Nov3 Nov 13 Now 23

W Sent M Received M Read 2 more

www.abdelwahed.me



http://www.abdelwahed.me/

AdministeringMicrosoft 365

[

o

Billing ~
Your products

Licenses

Bills & payments

Billing accounts.

Payment methods

Billing notifications

£ Support v
&t Settings w
2 Setup

k2 Reports ~
Adoption Score

Usage

Organizational messages

P Search

Home > Organizational messages

Organizational messages

Create and deliver messages to targeted groups in your
organization that help employees use their devices, find resources,
and stay connected to each other,

Top actions

) Enable Dark mox

Setting

/7 Create a message E3
Quickly connect with your employees using cur
simple message creation tool.

Send urgent message

Connect with your employees quickly to notify on
urgent updates.

N}
E‘p Review activity -

Keep track of how messages are performing

Learn about premium features

Admins get more out of organizational messages
with advanced customization and targeting
capabilities.

@ Health ~

Service health

Maceana rantar

Manage messages

P search

Home > Organizational messages > Create a message

(=]

@ Messages
e
& ® Objective
2 © Location
=4 o Template
@ © Customize
(-]

O Recipients
L]
= O Schedule
o O Finish
3
®
L

Choose your objective

What do you want your message to accomplish?

Adoption
\N o Encourage your employees to use tools and workplace
I I enhancements that make their work more impactful
Onboarding

smoothly.

Welcome employees to their new experiences and
connect them ta the resources that will hE\p them start

Service health

Keep your employees informed abaut any service
issues that may affect their productivity and workplace

Next

Save and close Cancel

Microsoft 365 admin center P search

Home > Organizational messages > Create a message

[
=

@ Messages
e |
& | Objective
2 T Location
(= T Template
@ O Customize
-]

O Recipients
© |
5] O schedule
5 |

O Finish

Choose where to display your message

Display your message where it will be most effective for your purpose, @

Notifications area

Display the message in the lower right of users'

Taskbar

screens in Windows 10/11,

Display the message above the taskbar in Windows

10/M1
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Customze Office 365installation

https://config.office.com/officeSettings

« C % configofficecom/ofiiceSettings

@ Home

fs  Cloud Update

A Customization

& Health

E  Inventory
Learn More

£ Setup

Home

Cloud Update

w

2

Z  Customization
& Health

:::]

Inventary

Learn More

b Setup

Home
5 Cloud Update

@ Customization

Health
B Inventory

Learn More
3 Setup

Microsoft 365 Apps admin center

Home

Office policies

Office policies

Cloud-based policy management for Microsoft 365
allows you to manage policies for your
organization,

Go to Microsoft 365 Cloud Policy

Home /

O

o}

O

Policy Management

[P Notificatio

Device Configuration I

Device Configuration

Create configuration files that are used to deploy
Office in large organizations with the Office
Deployment Tool

Go to Office Customization Tool

Basics Start with the basics

Scope Provide a name and brief description for the policy configuration

Name *

Policies
Ahmed Office Policy

Description
Review and

publish

feme

(®noti

Select the scape and to which group the policy configuration applies

B
@ bl Choose the scope
@ Scope
O Policies Select the scope
O Feviewand (®) This palicy configuration applies to all users
view an
publish

() This palicy configuration applies to users in the specified groups

(") The palicy canfiguration applies to users that access dacuments anonymausly using Office on the web

= Home / Policy Management

@ Basics
s |
- @ Scope
4 @ Policies
=

O Review and
publish
&

[P Notificatic
Total Security Baseline Accessibility Baseline Configured
2247 J 137 44 o I
2247 Policies Y Filter ™ =
Pali Platform Application Status Area
Use Access 2007 compatible cache [ ] [:=] Mot configured None
Allow Trusted Locations on the network = =} Not configured Security Baseline
Block all unmanaged add-ins =2 =) Not configured None
Block macres from running in Offiee files from the internet ] =] Not configured Security Baseline
Clear cache on close ] =] Mot configured None
Configure CNG cipher chaining mode [ | =] Not configured None
Cursor movement =] Mot configured None
Show custom templates tab by default in Access on the Office S =) Not configured None
Default database folder =2 =] Mat configured None
Default direction = 2] Not configured None
Detault file format == 2] Mot configured None
Disable all application add-ins =] Mot configured None
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Microsoft 365 Apps admin center

Home / Policy Management

&
Basi - - -

% T Review configuration and create

& @ scope Review the settings for your pelicy configuration and then select Create.

¢

=) T Policies Basics
Revi d

£ ® p::man Name 1 policy configured

Ahmed Office Policy

Description

Edit Basics

Microsoft 365 Apps admin center

Security Baseline

Accessibility Baseline

0 baseline policies configured

Edit Policies

[P Notific

= Home
2 Office policies
= Office policies

Cloud-based policy management for Microsoft 365
allows you to manage policies for your
organization.

Go to Microsoft 365 Cloud Policy

Microsoft Apps admin center

Device Configuration

Device Configuration

Create configuration files that are used to deploy
Office in large organizations with the Office
Deployment Tool =%

Go to Office Customization Tool

8 4N

Home / Devicer Conliguration

(PNotifications

Not coufigured

Not ronfigured

&4-hit

@R
& . _ae
Create Office Customization Tool
5 Learn more about the Office Customization Toal
l * :
[ untsed confguraton v | ¥ o | rea |
@
=
> Products and releases v .
o Configured settings
& Architecture General
Provide your organization name to sot
Which architecture do you want to deploy? * the Company property on Office
documents
2-bit
- Provide a dascription for this
®) 64-bit configuration for documentation
: purposes
Products *
Products
Which products and apps do you want ta deploy? Architecture.
Olfice 1TSC Prolessional Plus 7074
Office Suites Vohime licerse:
| Office LTSC Professional Plus 2024 - Velume License v Undate channe! P
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Microsoft 365 Apps admin center

Home / Device Configuration (P Notifications
o A
Create Office Customization Tool
B Learn more about the Otfice Customization Tool of
&
]
Turn apps on or off to include or exclude them from being deployed
m femove MSI products
- On
Access ) off Excel @ o
Skype for Business ‘@ _ Off OneDrive Desktop @ on Match WSl products languages off
OneNote ® | off Outlook @ on )
. Automatically upgrade to the selacted off
PowerPoint off Publisher ® ) off architecture

Word @ o

Licensing and activation

Office LTSC Professional Plus 2020 -y pwaRic PAHMP...

Valume License

admin center

Home / Davice Configuration L Notifications
Create Office Customizal
Leam mare about the Office Customatont  since Microsoft Office 2013, suppart has been addled for opening and saving files in the OpenDacument
Format (ODF). You the depl 0 o specify the for u like as
. the user's default
Untitled configuration ) Keep Current Setiings Reset
Choose this option ta keep the current settings for this deployment canfigurat
Word - Not configured
* Products and releases . 1
Excel - Not configured wred settings
“ Language PowerPoint - Not configured
‘Office Open XML formats
ication name fo sel
' Tatallation Choose this option to set the user's defaults for Word, Excel, and PowerPoint to the file format il i S
s
4 Update and upgrade B descrition for this ot canfgured
& . wation for decumentation E—
Choose this option ta set the user's defaults to use the ODF file formats designed te suppert the
et i e T features of third-party productivity applications that also implement ODF. Many features af
Microsoft Office are supported by ODF but some content or editability may be lost upon save.
earm mare about the level of support by 0O - 3
Where do you want o depl
o PR ote: You can use Group Palicy o the Clo ure o4t
Office Content Delivery Negy L= more a
) TSC Professional Plus 2024
() Local source |y
IR

Create Office Customization Tool

Learn more about the Office Customization Tool of

tited configuration I © saved - -

XML

@
g
#
P
=
“/ Products and releases
o
& *  Language File Name *

Anmed Office configuratian your organization name to set

*  Installation ipany property on Office

A Update and upgrade Note: Before using the Office Deployment Tool to download o a description for this
Cancel install Office, we recommend making sure you have the latest tion for documentation:

version. Click here to download the latest version, =
Update and upgrade options

T —
Products

Where do you want to deploy updates from? s

~ @ loginmicrosoftonl X | B} Organizational me X d 5dz3t4 - Micreseft X | O Guestusers- Mici X dl New Group - Micr: X ) Home - Microsoft X +

< C % configofficecom/officeSettings/configure/3Bcaeca-fiea-43e6-8dbd-1c9825ch6529/edit aQ & 4 i

Microsoft 365 Apps admin center Recent download history

Home / Device Configuration Ahmed Office configuration.xml
B30+ 1 minute ago

Create Office Customization Tool Full download history “

123 Learn more about the Office Customization Taol £

Place the XML File

1 Move the downloaded XML configuration file (e Ahmed Office configuration.xml) into the sarfudder as the
Office Deployment Tool executable (setup.exe).
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Install Microsoft 365 apps

&« c 25 admin.microsoft.com/#/featureexplorer Q
Microsoft 365 admin center L Search E & 0

= Home > Setup ) Enable [
£} Support v
el Settings ~ Setu p

Domains Discover, learn about, and set up services, solutions, and add-ins available with your subscription.

Search & intelligence

For organizations like yours Show more

Org settings

Microsoft 365 Backup : Install or share the latest Microsoft

terated app . Connect with more customerfs 365 apps

; Let CleSIOIhEI’S SCthdu‘e virtual snd in-person Get Word, Excel, PowerPoint, Teams and more

Viva appointments with you. for your Mac or PC.

Partner relationships

Microsoft Edge L Install Microsoft 365

. | Share installation link
& setup Featured collections
b Reports 4 Lists of related actions to help you manage a scenario or meet a goal.
@ Health ~
Advanced deployment guides & assistance Migration and imports

Asdinin Anntann Detailed auides to help laraer oraanizations with complex Brina email, content. and oraanizational data over from vour
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Planning and Managing Exchange Online
Managing Exchange Online Mailboxes

c 25 admin.exchange.microsoft.com/#/mailboxes hA¢ a i

Exchange admin center L Search (Preview)

Manage mailboxes

@ Home 7
Create and manage settings for shared mailboxes. You can also manage settings for user
R Recipients A~ mailboxes, but to add or delete them you must go to the Microsoft 365 admin center and do this
on the active users page. Learn more about mailboxes
I Mailboxes
Groups
Regolirces —+ Add a shared mailbox 57 Mailflow setting (D Refresh Export mailboxes 17 items ™ Filter =
Contacts EZ Message size restriction
B Mail flow ~ Display name T =1 Email forwarding Recipient type Archive status Last medified time @ Choose columns
£ Roles v Adele Vance 1 Messag erV restriction  9m UserMailbox None 9/1/2024, 1:40 PM
[§ Migration Ahmed Abdelwahed aabdelwahed@5dz3td.onmicrosoftcom  UserMailbox None 11/10/2024, 3:26...
A Mobile v Ahmed Abdelwahed ahmed@servertrainingxyz Usertiailbox Mone 11/25/2024, 4.04...
2 Reports ~ Alex Wilber AlexW@5dz3t4.onmicrosoftcom Userhailbox Mone 10/8/2024, 11:06...
& Insights Diego Siciliani DiegoS@5dz3t4.onmicrosoftcom Userhailbox None 10/2/2024, 1:49 ...
E8 Public folders
Grady Archie GradyA@5dz3t4.onmicrosoftcom Userhvailbox None 8/25/2024, 4:58 .. =
&3 Organization ~
Henrietta Mueller HenriettaM@5dz3td.onmicrosoftcom  UserMailbox None 8/29/2024, 2:09 .

/O Search (Preview)

II

Manage mailboxes

@ Home . . .
Create and manage settings for shared mailboxes. You can also manage settings for user
fol Recipients A mailboxes, but to add or delete them you must go to the Microsoft 365 admin center and do this
on the active users page. Learn more about mailboxes
I Mailboxes
Groups
Resources CZ Mailflow setting <% Hide from address list Z Edit =7 Mailbox delegation 2. Mailbox policies
Contacts =7 Message size restriction
= Mail flow v =7 Email forwarding Email address Recipient type Archive status Last modified ime @@ Choose columns
’QQ Roles v E3 Message delivery restriction el Sdz3t4.onmicr com UserMailk None 9/1/2024, 1:40 PM
[§ Migration Ahmed Abdelwahed aabdelwahed @5dz3td.onmicrosoftcom  UserMailbox None 11/10/2024, 3:26
. g
Jdij Mobile W Ahmed Abdelwahed ahmed@servertraining.xyz UserMailbox None 11/25/2024, 4:04
k2 Reports 54 ©  Alex Wilber AlexW@5dz3td.onmicrosoft.com UserMailbox None 10/8/2024, 11:06...
Q Insights . .
@  Diego Siciliani DiegoS@5dz3t4.onmicrosoftcom UserMailbox None 10/2/2024, 1:49 ...

E8 Public folders

Grady Archie GradyA@5dz3t4.onmicrosoft.com UserMailbox None

&8 Organization v
Henrietta Mueller HenriettaM@5dz3t4.onmicrosoftcom UserMailbox None 8/29/2024, 2:09

R Casbinan
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Exchange admin ce

il

>

Home

e

Mailboxes
Groups
Resources

Contacts

= Mail flow v

o

Migration

5
o

N

Insights

Public folders

Settings

Other features

Q MBS & ¥ & o

Microsoft 365 admin center

Recipients ~

Roles v

Mobile N7

Reports Ve

Organization v

Troubleshoot v

£ Search (Preview)

Home Mailboxes

Manage mailboxes

tings for user mailboxes,
and do this on the active

Create and manage settings for shared mailboxes. You can also manag

but to add or delete ther must go to the Microsoft 365 admin c

y
users page. Learn more about mailboxes

[ Mailflow setting <5 Hide from address list /7 Edit = Mailbox delegation

Emall address

Display name 1

Adelev@sdzataonmicrasoftcom

Ahmed Abdelwahed aabdetwahed @5dz3u onmicrasoftcom
Ahmed Abdelwahed ahmed@servertraining xyz

Alex Wilber AlexW(@5dz3t4 onmicrasoft.com
Diego Siciliani Diego$ @sdztd oamicrasoft com
Grady Archie GradyA@Sdz 34 onmicrasoftcom
Henrietta Mueller HentietaM@Sdz3t,onmicrasoft.com
Isaiah Langer tsalaht @5dz3t4.0nmicrasoft com
Johanna Lorenz Johannal @5dz3t4 onmicrosoftcom

Joni Sherman Jonis @5dz3td.onmicrasoftcom

Managing Groups ifExchange Online

Exchange admin center

fm  Home
R Recipients
Mailboxes

Resources

Contacts

Mail flow

Roles

0w O

Migration

Mobile

v &

Ranarte

Exchange admin center

Home

o B

Recipients
Mailboxes
1 Groups
Resources
Contacts

Mail flow

Roles

Lo [

Migration

Mobile

N &

Reports

A Convert to shared m

Adele Vance
User mailbox
< Hide mailbox =3 Email forwarding
General  Organization Delegation  Mailbox  Others
Contact information
First name Last name
Recip} Adele Vance
U 1 Display name Alias
0 Adele Vance Adelev
Iserh
serh | UserID Mobile phone
AdeleV@5dz3t4.onmicrosoft com +1425 555 0109
Userh
Manage contact information
Userh
| Hide from global address list (GAL)  Email addresses
ser
No AdeleV@S5dz3t4.onmicrosoft.com
e | Manage hide from GAL Manage email address types
userh | Mailbox Usage: 1.15 MB/99 GB Email apps & mobile devices
Outlook on the web, Outlook desktop
useth N 6.00% used (MAPY), Exchange web services,
Mobile (Exchange ActiveSync), IMAP,
ueeny | Last Logon: Mailbox not logged in yet Moblle (Extange pemd

L Search (Preview)

Home Groups

Groups

Microsoft 365 Distribution list Dynamic distribution list

Mail-enabled security

A, Addagroup L Export (O Refresh Add naming policy 8items Y Filter = | ,© Search Microsoft 365
Group name T Group email Sync status  Teams status Membership type
5dz3t4 5dz3t4@5dz3t4 onmicrosoft com = i} Assigned
All Company allcompany @5dz3t4. onmicrosoftcom <@ Assigned

£ Search (Preview)

Home Groups

Groups

Microsoft 365 Distribution list Dynamic distribution list

Mail-enabled security

A, Adda group

L Export (O Refresh ¢ Edit name and description

2 Search Microsoft 365

Group name | Group email Sync status
© s 5dz3t4@5dz3td.onmicrosoft.com =} il
All Company allcompany@5dz3t4.onmicrosoft com =]

Teams status

Membership type

Assigned

Assigned

P

P
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Resource Mailboxes

Exchange admin center L Search (Preview)

= Home Resources 2 Dark mode
R  Home
£ Recipients ~
Mailboxes Admins can manage two types of resources: room mailboxes and equipment mailboxes. Room
@ mailboxes are assigned to a physical location, such as a conference room or auditorium. After an
roups . . . . . ‘
P admin creates room mailboxes, users can reserve roems by including them in meeting requests
| Resources Equipment mailboxes are assigned to resources that aren't location specific, such as a portable
computers, projectors or company cars, alowing users to reserve them in meeting reguests
Contacts Learn more about resources

Mail flow ~

Rol v
© |- Add a room resource - Add an equipment resource () Refresh < Export resources 0 items

Migration
Mobile v Display name Email address Type

Reports 7
No resources available to show!

New resource mailbox

@ Resource Setup

| Set up room mailbox

EHH R & @ o O

-
d .
(e O General Information
Provide name and address for this scheduled resource.
O Booking options
Name * ()
O Review resource Meeting Room 1
=
Resource email address * (1)
& MeetingRoom1 @ | servertraining.xyz v
r+

New resource mailbox

Resource Setup

.
Set properties

New resource mailbox
Set properties for this scheduled resource, @ Resource Setup

| Booking delegate settings

Booking options
g op @ General Information

(]
|

@ General Information
|

o
|

(@]

Capacity

Review resource | 10 | @ Booking options Booking options
Location O Review resource Choose when and how this resource should be scheduled.
I 1st floor I . Allow repeating meetings

[ Allow scheduling only during work hours

Phone number
I a Automatically decline meetings outside of booking limits below

I 1122334455
Booking window (days}
Department 180
[ |
Maximum duration (hours)
24
Company

an automatic reply to be sent to meeting organizers {optional}

| Ahmed Group I

Address book policy
([ ]

Back Next
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@ Home

R Recipients
Mailboxes
Groups
Resources

Contacts

B Mail flow

Message trace

Rules

Remote domains

Accepted domains
Connectors.

High Volume Email (Preview)
Alerts

Alert policies

Fa Roles

% Migration

P Search (Preview)

Home > Message trace

2 Message trace

J) Dark mode

Default queries  Custom queries  Autosaved queries  Downloadable reports

These are the commonly used queries used to track the flow of email messages in your organization. Learn more about message trace

A~
Start a trace

Name
Messages sent from my primary domain in the last day
Messages received by my primary domain in the last day
Messages pending delivery to users in my organization
All quarantined messages for the last 7 days

v All failed messages for the last 7 days

Sitems =

Details

Summary report, Last 1 day(s), Sender. *@servertraining.xyz, Recipient All
Summary report, Last 1 day(s), Sender. All, Recipient *@servertraining.yz
Summary report, Last 2 day(s), Pending, Sender: All, Recipient: *@servertraining.xyz
Summary report, Last 7 day(s), Quarantined, Sender: All, Recipient All

Summary report, Last 7 day(s), Failed, Sender: All, Recipient All
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