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

Microsoft Excel: A 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 note-taking program that gathers handwritten or typed notes, drawings, screen clippings,
and audio commentaries.
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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
e Compare Office 365 Enterprise Pricing and Plans | Microsoft 365

2. Domain Registration
e Go to the Microsoft 365 admin center . Or using ... - Microsoft Entra admin center

e Default Domain: Microsoft assigns a default domain (e.g., yourcompany.onmicrosoft.com).
e If you want to use your organization's domain (e.g., yourcompany.com):

1. Go to the Admin Center - 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).

<« c 25 admin.micosoft.com/#/featureexplorer ¥ 2

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

’ G 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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€« - C 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,

Close

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 sz

{or any large value not used already)

Tm
[ 3600 (or your provider default)

Back Verify
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to keep the current configuration skip net step

2 2l

Y
B

5
=
Q
e
Ed
=
@

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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Microsoft 365 admin center L search

Domains > Add domain

Add domain

Connection options

]
|

@ cConnect domain
|

L]
|

o

Finish

S 00O 2 » &

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 £ Search

= Home > Domains

Home

o .
Domains
@ Copilot
R users ~
+ Add domain B3 Buy domain () Refresh Filter | 2 Search domains =
“f* Teams & groups v
D = - Dormainname 1 Status 5 Choose colimns
B Resources ~
servertraining.xyz (Default) : @ tHeaty
] Marketplace
Sdz3td.onmicrosoft.com : @ Healthy
B Biling v

=]

Suppert v

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
e Navigate to Users - Active Users.
e Add users manually or use a bulk import tool if you're adding multiple accounts.
e Assign appropriate Microsoft 365 licenses to each user (e.g., Office 365 Business, E3, E5).
4. Configure Security Settings
e Set up multi-factor authentication (MFA) for admin and user accounts.
¢ Use Microsoft Security Defaults or custom conditional access policies for added security.
e Enable Secure Score recommendations for best practices.
5. Configure Microsoft 365 Services
e Email (Exchange Online): Configure email domains, mailbox policies, and shared mailboxes.
e Teams: Set up teams, channels, and communication policies.
e SharePoint and OneDrive: Configure storage settings and collaboration spaces.
e Compliance: Enable data loss prevention (DLP) and retention policies.
6. Customize Tenant Settings
e Go to Settings - Org Settings:
e Add your company logo, name, and theme.
e Configure regional settings like time zone and language.
7. Verify Configuration
e Test email, file sharing, and collaboration tools to ensure proper setup.
e Check for alerts or pending actions in the Admin Center dashboard.
8. Optimize with Additional Features
e Set up Azure Active Directory for identity and access management.
e Integrate Power BI, Microsoft Viva, or other Microsoft 365 services.
e 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

P Search

Add a user

@ Basics
O Product licenses
O Optional settings

O Finish

Set up the basics

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

First name Last name
‘ 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 assign license during user creation and later.

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

B search

Add a user

@ Basics
@ Product licenses
O Optional settings

Q Finish

Assign product licenses

Assign the licenses you'd like this user o have

Select location *

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
I S 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
Manage mailboxes and anti-spam policies

.
Resources ~ *
* View activity reports
.
.

Yz Add to favorites |5 ssign admins| [ Run As I Compare roles

Open and manage support tickets
Monitor service health

=)
7] Marketplace
=
Q

Billine ~
J 0 N . e N ! Note: This role doesn't give permission for Identity Protection Center or Privileged
Support v — — e Identity Management.
I Exchange Administrator I H e Full access tol Learn more
52 Settings ~ service health,
£ setup [} Global Administrator : Has unlimited A qgigned Category
Q Collaborati

[ Reports v [l Global Reader : Can view all a ollaboration

Health N ml .
& [ Helpdesk Administrator H Resets passwo

requests, and

Admin centers ——

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.

Microsoft 265 admin center £ Search

= I Administrative units > Add administrative unit ]

@ Home
-

@& Copilot @ 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 v
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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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If you access the admin center using user01, you can only manage users who are assigned to the Administrative Unit

25 admin.micr

Microsoft 365 admin center

Home > Active users Sdz3t4 Sign out

Home

Active users

Copilot
—A( U

User001
user001@m36s.taday

@
@
A

a2 r A count
Users ~ (D Refresh €Y Resetpassword & Export users Y Filter | O Search active usel
st | asoft 365 profile
o
Guest users Display name Username Licenses (R,) Sign inwith a diferent account
Y
Deleted users
User002 : user002@m365.today Unlicensed
3 Teams & groups ~
Usero03 : user003@m365.today Unlicensed
A= Roles S
) . User004 : user004@m365.today Unlicensed
le assignments
B siling ~ User005 : user005@m365.taday Unlicensed
¢ Settings ~ User006 : user006(m365.today Unlicensed
Admin cente User007 : user007@m365.today Unlicensed
min centers
@ Security User008 user(08Em365.today Unlicensed
@ Compliance User009 : User009Em 365 taday Unlicensed 0 Help & support
Eo  Microsoft Intune O a0 10@m365
User010 : user010@m365.today 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

O All resources (formerly 'All cloud apps’)

Target resources (1)
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

www.abdelwahed.me
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Block Access to all M365 Services based on Countries

First you have to identify the 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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Password protection

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

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 User settings

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
B Diagnose & sabve 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 A g ¥ 9 Y P 9 g
Identity
> Identity ~
B G Email @ * ahmed sgmail.com
verview
IR Users A Display hame
All users Invitation message
(e 2 O Send invite message
User settings
Message
A Groups N
Y
& Devices e -
Cc recipient
2 L & - 2o it cadieact 1IDI /S & £ i i mm A  ACR1IE7T 6T A e
&% Learn & suppol
¢ Previous Next: Properties > 27 Give feedback
«
Create and Manage Security Groups
23 entra.microsoft.com/#view/Microsoft_ | raupBlade - i
< Cc 2% t ft /# M ft_AAD_IAM/AddG Blad [+ 2
Microsoft Entra admin center £ Search resources, services, and docs (G+/)
- N
3 Identity ~ Home > Users > Invite external user > Groups | All groups >
) New Group - X
@ Overview
’Q Users -~ R'_" 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 365 service 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 adopting Microsoft 365 tools and services. It
tracks people experiences and technology experiences to evaluate digital transformation.

Microsoft 365 admin center P search

Home > Adopticn Scare Z) Enable Dark mode

(]

I

Biling ~ Adoption Score

Your preducts

1]

Adoption Score provides insights into your organization's digital transformation journey through its Your organization’s score: 0%
use of Microsoft 365 and the technology experiences that support it. Your arganization's score
reflects people and technology experience measurements and can be compared to benchmarks

Licenses.

Bills & payments .
fram 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.
| Adoptien Scare 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

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.

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.
Overview
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
. Using Outlock 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:
e Category: Content collaboration.
e Metric: People creating files by location.
o Description: Promotes saving files to SharePoint or OneDrive to improve accessibility and collaboration.
2. Encourage users to email files with cloud attachments:
e Category: Content collaboration.
e Metric: People sharing files in email by type.

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

3. Encourage people to communicate using Teams:

e Category: Communication.

e Metric: People communicating by modes.

e Description: Encourages effective collaboration through Microsoft Teams.
4. Encourage people to use @mentions in Outlook:

e Category: Communication.

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

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

e Category: Mobility.

e Metric: People using Outlook across platforms.

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

Usage
i1 Microsoft 365 admin center P search
= Home > Usage > Exchange J) Enable Dark mode
A rrrees
5 Billing ~ Usage
Your products.
Licenses
Bills & payments Overview Email activity ~ Email app usage . Last updated: November 23, 2024 (UTC) 7 Help Past 30 days
Billing accounts
Reports
Payment methods
’ y (Fy Microsoft 365 Copilot
Billing nofifications D ’ Activity 4 Export Users. 4 Export
&3 Exchange
S rt
e HPpo v Number of actions by type Number of users by activity type
@ Settings w @ Forms.
1 P 1 _—
& setup & Microsoft 365 apps
07s 07s
2 Reports A @ Microsoft Browser
05 05
Adoption Score 5 Microsoft Teams
02s 02s
@ Microsoft Teams apps
Organizational messages . 0 °
& OneDrive Oct 25 Nov3 Nov13 Nov23 oct 25 Nov3 Nov13 Nov 23
@ Health ~ x]
& Project W sent M Received M Read 2 more W sent M Received M Read 2 more .
Service health =
1) SharePoint
Message center B sharefoin
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Organizational Messages

min center

[

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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Customize Office 365 installation

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

Start with the basics

Provide a name and brief description for the policy configuration

Basics
Scope
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 ® Notific
)
Basics H - H
% T Review configuration and create
& @ Scope Review the settings for your policy canfiguration and then select Create.
o |
=) T Policies Basics
Review and
£ ® publish Name 1 policy configured
Ahmed Office Policy
Description Security Baseline

Edit Basics

Accessibility Baseline

0 baseline policies configured

Edit Policies

Microsoft 365 Apps admin center

= Home j& 4N
2 Office policies Device Configuration
= Office policies Device Configuration
Cloud-based policy management for Microsoft 365 Create configuration files that are used to deploy
= allows you to manage policies for your Office in large organizations with the Office
organization. Deployment Tool 4

Go to Microsoft 365 Cloud Policy Go to Office Customization Tool

Microsoft Apps admin center

(PNotifications

Home / Devicer Conliguration

@R
& . _ae
Create Office Customization Tool
5 Learn more about the Office Customization Toal .
l * :
[ untited conigurstion o | ¥ ... | " ren |
@
=
> Products and releases v .
o Configured settings
& Architecture General
Provide your organization name to set Not configuced
Which architecture do you want to deploy? * the Company property on Office
documents
2-bit
- Provide a dascription for this Not configured
®) 64-bit configuration for documentation ;
- purposes
Products *
Products
Which products and apps do you want ta deploy? Architecture. §4-bit
Olfice 1TSC Prolessional Plus 7074
Office Suites Vohime licerse:
| Office LTSC Professional Plus 2024 - Velume License v Undate channe! e
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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

@ P
Create Office Customization Tool
=3 Learn more about the Office Customization Teal £f
=4 .
titled configuration i @) soved - -
@
v

® XML

“ Products and releases O ertings
o
B “/  language File Name *

Ahmed Office configuratian QRS e gzt rianes b 26t
*  Installation ipany property on Office
A Update and upgrade Note: Before using the Office Deployment Tool to download or B dx,‘,m,, for this
Cancel install Office, we recommend making sure you have the latest tion for documentation
version. Click here to download the latest version. i
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-Microsolt X  + = a >
<« @ % configoffice.com/officeSettings/configure/3Bcaect8-f3ea-43e6-8db4-1c9825¢b6529/edit a % & &

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

e 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

&« 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

£ Search (Preview)

Home Mailboxes

il

{y Home
i " Manage mailboxes
Mailboxes Create and manage settings for shared mailboxe:
. but to add or delete them
St users page. Learn more about maitboxes
Resources
Contacts
= Mail flow v
Fa Roles v
Display name 1
Migration
Al Mobile v
Ahmed Abdelwahed
2 Reports v
Ahmed Abdelwahed
Q  Insights
Alex Wilbes
B8 Public folders S
& Organization 5 Diego Siciliani
& Settings Grady Archie
&2 Troubleshoot v Henrietta Mueller
B Other features Isaiah Langer
Johanna Lorenz
3 Microsoft 365 admin center

Joni Sherman

Managing Groups in Exchange Online

must go to the Microsc

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

tings for user mailboxes,
and do this on the active

»u can also manag

1365 admin ¢

Emall address

Adelev@sdzataonmicrasoftcom

aabdelwvahed @302314. onmicrasoftcom

ahmed@servertraining xyz

AlexwW@5d

onmicrasoft com
DiegoS@5dz3t4.onmicrasoft.com
5dz314 onmicrasoft com

GradyA

HenriettaM@5dz3t4. onmicrasoft.com

tsalaht @5dz3t4. onmicrasoft com

D5dz3td onmicrosoft com

Johannal

Jonis@5dz3td.onmicrasoft.com

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

Exchange admin center

L Search (Preview)

Home Groups

Distribution list

Dynamic distribution list

Mail-enabled security

L Export (O Refresh

Add naming policy

7 Fil

8 items

r = | A Search Microsoft 365

fm  Home
Groups
£ Redipients ~
Mailboxes
Microsoft 365
Resources
Contacts R, Add a group
B Mail flow 4
5= Roles i Group name T
G Migration Sdz3t4
& Mobile ~
All Company
L2 Rannrt ~

Group email

5dz3t@5dz3td onmicrosoftcom

allcompany @5dz3t4 onmicrosoft com

Sync status

[

Exchange admin center

£ Search (Preview)

Distribution list

Dynamic distribution list

Mail-enabled security

L Export (O Refresh ¢ Edit name and description

Teams status Membership type

i

Assigned

Assigned

2 Search Microsoft 365

= Home Groups
Ry Home
Groups
8 Recipients ~
Mailboxes
| Groups Microsoft 365
Resources
contees A, Add a group
= Mail flow ~
fo Roles ~ Group name
5 Migration © s
¥ Mobile -
All Company
k2 Reports v

Group email Sync status
5dz3td@5dz3td.onmicrosoftcom = il
o

allcompany@Sdz3td.onmicrosoft com

Teams status

Membership type

Assigned

Assigned

P

P
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Resource Mailboxes

Exchange admin center L Search (Preview)

Home

© 2

Recipients ~
Mailboxes

Groups

Resources

Contacts

Mail flow ~
Roles ~
Migration

Mobile w7

Reports ~
New resource mailbox

@ Resource Setup

EHH R & @ o O

-

4, .

(e O General Information
O Booking options
O Review resource

=

P

r+

New resource mailbox

Resource Setup

Booking options

Review resource

(]
|

@ General Information
|

o
|

(@]

Home Resources

Resources

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
admin creates room mailboxes, users can reserve rooms by including them in meeting reguests.
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
Learn more about resources

J) Dark mode

|- Add a room resource - Add an equipment resource () Refresh - Export resources 0 items

Display name Email address

No resources available to show!

Set up room mailbox

Provide name and address for this scheduled resource.

Name * (1)

Meeting Room 1

Resource email address * (1)

MeetingRoom'l @ | servertraining.xyz ~

Set properties

New resource mailbox

Set properties for this scheduled resource, @ Resource Setup

@ General Information

Capacity

| 10 | @ Booking options
Location O Review resource
I st floor I

Phone number

I 1122334455 I

Department

[ |

Company

| Ahmed Group I

Address book policy
([ ]

Back Next

Type

Booking delegate settings

Booking options
Choose when and how this resource should be scheduled.

. Allow repeating meetings
[ Allow scheduling only during work hours

a Automatically decline meetings outside of booking limits below

Booking window (days}

180

Maximum duration (hours)

24

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

www.abdelwahed.me
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Plan and Configure Mail Flow

Exchange admin center P Search (Preview)

o B

@ 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

L+

Migration

@ Home

A Recipients

Mailboxes
Groups
Resources

Contacts

= Mail flow

Message trace

L WP

Remoate domains

Accepted domains
Connectors

High Volume Email (Preview)
Alerts

Alert policies

Roles

Migration

i Mobile

Exchange admin center A Search (Preview)

Home

Recipients
Mailboxes
Groups
Resources
Contacts

Mail flow
Message trace
Rules

Remote domains
Accepted domains

Connectors

~ Send messages and save a copy for review

P Search (Preview)

Home > Message trace

2 Dark mode

2 Message trace

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 Sitems =
Name Details
Messages sent from my primary domain in the last day Summary report, Last 1 day(s), Sender. *@servertraining.xyz, Recipient All
Messages received by my primary domain in the last day Summary report, Last 1 day(s), Sender. All, Recipient *@servertraining.yz
Messages pending delivery to users in my organization Summary repart, Last 2 day(s), Pending, Sender: All, Recipient: *@servertraining.xyz
All quarantined messages for the last 7 days Summary report, Last 7 day(s), Quarantined, Sender: All, Recipient All
v All failed messages for the last 7 days Summary report, Last 7 day(s), Failed, Sender: All, Recipient All

Home > Rules ) Dark mode

() DLP policies and DLP-related conditions and actions in Mail flow rules are no longer supported and can no longer be created or edited in the Fxchange Admin Center (EAC) or using
Exchange Online PowerShell. We recommend migrating all DLP-related rules to Microsaft Purview DLP in the compliance center as soan as possible. Once you have migrated these:

~ rules please delete them here in the EAC or via PowerShell, Learn mare: Migrate DLP policies | Mo DLP-conditions or actions

Rules

Add, edit, or make other changes to your transport rules. Learn

bout transport rules

Move down 0 items

Create a new rule

Apgly Office 365 Message Encryption and rights protection to messages
Apply custom branding to OME messages Stop processing rules  Size (Bytes) lastexec..  Config..  Unsupported reason
Apply disclaimers
Filter messages by size vailable for given query
Modify messages

Restrict managers and their direct reports

Restrict messages by sender or recipient

Send messages to a moderator

Home > Accepted domains

Accepted domains

Mail domains are displayed below. Use the Microsoft 365 admin center Domains page to add new
domains. Learn more about managing accepted domains.

) Dark mode

2 items }7 Search

Mame Accepted domain Domain type
5dz3td.onmicrosoft.com Sdz3t4.onmicrosoft.com Authoritative

servertraining.xyz(default domain) servertraining xyz Authoritative

Allow Sending

Yes
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e admin center

Home
Recipients
Mail flow
Roles
Migration
Mobile
Reports
Insights
Public folders
Crganization

Settings

Troubleshoot

Microsoft 365 admin center

}3 Search (Preview)

Feature Mame

Auditing

Data loss prevention

Retention policies

Retention tags

Journal Rules

Malware filter

Connection filter

Spam fifter

Outbound spam

Action center

Dkim

User roles

Migration Status

Migrated

Migrated

Migrated

Migrated

Migrated

Migrated

Migrated

Migrated

Migrated

Migrated

Migrated

Migrated

Migrated

New Admin Center

MS Purview

Compliance Admin Center

MS Purview

MS Purview

MS Purview

M365 Defender

M365 Defender

M365 Defender

M365 Defender

365 Defender

M365 Defender

M365 Defender

New Exchange Admin Center

Current Location

https:/

https://compliance. micros.

https://compliance.micros...

https://compliance. micros...

https:/fcompliance. micros.

https://security.microsoft....

hitps://security. microsoft

https://security microsoft

https://security. microsoft

https://security.microsoft

https://security microsoft

hitps://security. microsoft

https//admin.exchange.m

ompliance. micros...

Farent Feature

Compliance Management

Compliance Management

Compliance Management

Compliance Management

Compliance Management

Protection

Protection

Protection

Protection

Protection

Protection

Protection

Permissions

Purview https://purview.microsoft.com

c 2% https://purview microsoft.com/audit/auditsearch?tid=d5812622 - 6fc7-4881-a3ee-850655ef7 cel

& Audit

| search

= <X Policies

ELEE Related solutions.

& eDiscovery

£ Search

Search

QA Leam about audit

Active searches
1] 1]

Searches completed

Start

End

Keyword Search

Admin Units,

Active unfiltered searches

0

Activities - friendly names

Activities - operation names 0]

Record Types

Search name

Users

Workloads

File, folder, or site. &
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Microsoft Purview £ Ssearch

A X

o Audit Policies New audit retention policy
m Q search Create a policy to retain audit logs for up to ten years based on the Microsoft 365
- . o service where the activities occur, specific activities in the selected services, and
I == Policies [} Create audit retention policy the user who performs an activity. Learn more
Related solutions Policy name frie- Record b Policy name *
N dh Enter a name

Description

Enter a description

Please choose Users and/or Record Types to apply this policy to.
If no value is selected, the policy will apply to all values within that field.
Users
Search
Record Type
Select record types

Duration *

Choose how long to retain logs that match this policy’s conditions before they're
automatically deleted. Learn more about licensing

Calamt Auratinn

Save Cancel

Microsoft Purview L search

Oit eDiscovery eDiscovery (Premiu m) @:3 eDiscovery (Premium) settings

BB Overview (preview)
Overview  Cases
Cases (preview)

eDiscovery (Premium) provides an end-to-end workflow to preserve, collect, review, analyze, and export content that's responsive to your
organization's internal and external investigations. Learn more about eDiscovery (Premium)

o

Learn ]

@ Q. Content Search (preview)
03

Classic eDiscovery ~

Standard Cases Your cases Recent favorite cases
| Premium Cases 0 Cases
Case name Last modified
Content Search

B Acive W Closed

Related solutions View all cases
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Microsoft Defender https://security.microsoft.com/

c 235 security.microsoft.com/antispam

Microsoft Defender R Search

Policies & rules > Threat policies > Anti-spam policies

fr Home
. . .
D incdents & slers v Anti-spam policies
£ Hunting ~
— i We recommend enabling preset security policies to stay updated with new security controls and our recommended settings. View preset security policies
2 Actions & submissions ~
b Use this page to configure policies that are included in anti-spam protection. These policies include connection filtering, spam filtering, and
@ Threat intelligence " outbound spam filtering. Learn more
e Learning hub —+ Create policy ~ (O Refresh 3items = v
#F  Trials Name Status Priority Type
g Partner catalog ~ [} Anti-spam inbound policy (Def.. ® Always on Lowest
® Brama WorEEs T ~ D Connection filter policy (Default) ® always on Lowest
B overview [[] Anti-spam outbound policy (De.. ® Always on Lowest
00 Attack surface ~
Exposure insights v

@ Secure score

2, Data connectors

Microsoft Defender R search

@ Threat intelligence ~
Threat analytics
Intel profiles

Intel explorer

Intel projects

2 Learni ng hub

¥ Trials
Microsoft Secure Score
°§3 Partner catalog ~
Your secure score Include -
& Exposure management ~
. 0,
_ Secure Score: 83.03%
E Overview
53.14/64 peints achieved
[0 Attack surface ~
100%
= Exposure insights N
I Q  Secure score 0%
2, Data connectors

0%

I NN Qy’b@:”hh.\"’a?:'],’\ YA Ao
O o N @ R U ISR TSR
S P S P e e S

AT N
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SharePoint admin center

Planning and Managing SharePoint Online

W Home
B sites
Active sites

Deleted sites

=]

Containers
Policies

Settings
Content services

Migration

r o d & I

Reports

| i More features
@ Advanced management

£ Customize navigation

Show less

Manage SharePoint users

More features

Access familiar features from the classic SharePoint admin center.

User profiles

Add and remove admins for a user's OneDrive,
disable OneDrive creation for some users, and more.
Learn more about user profiles

Open

BCS

Manage connections to data sources like Azure SQL
databases or WCF web services. Learn more about
BCS

Open

InfoPath

Enable browser-based InfoPath forms. Learn more
about InfoPath

SharePoint admin center

Search

Help users find what they're looking for. Learn more
about search

Open

Secure store

Create and set the credentials for Target Applications
used for BCS connections. Learn more about secure
store

Open

Hybrid picker

Use this wizard to automate some of the steps in
setting up a hybrid environment. Learn more about
hybrid picker

Apps

Configure SharePoint Store settings, monitor app
usage, manage app licenses, and more. Learn more
about apps

Open

Records management

Manage records in a Records Center site that serves
as an archive. Learn more about records
management

Open

e =~ More features
Active sites Access familiar features from the classic SharePoint admin center.
Deleted sites
@  Containers e User profiles Search
= Policies v Add and remove admins for a user's OneDrive, Help users find what they're looking for. Learn
disable OneDrive creation for some users, and more about search
%3 Settings more. Learn more about user profiles
[ Content services v
Open Open
&> Migration
o Reports v
I 1 More features
Apps BCS

Advanced management  pro

Customize navigation

Configure SharePoint Store settings, monitor app
usage, manage app licenses, and more. Learn more
about apps

Manage connections to data sources like Azure
SQL databases or WCF web services. Learn more
about BCS
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User profiles

People
Manage User Propertie:
Manage User Permissions

My Site Settings

Setup My Sites

User profiles

Manage User Sub-types

Manage Audiences

Profiles
Number of User Profiles 24
Number of User Properties 114

Number of Organization Profiles 1
Number of Organization Properties 15
Audiences

Use this page to manage the user profiles in this User Profile Service Application. From this page you can also manage a user's personal site.

Total number of profiles: 24

Find profiles [ade [ Find

Iu New Profile | xDeIEte | View: IActive Profiles

Number of Audiences 1
Uncompiled Audiences 0
Audience Compilation Status Idle
Ended at
Last Compilation Time 12/14/2024
1:32 AM
| | [Pmanage Sub-types | Select a sub-type to filter the list of profiles: | Default User Profile Subtype v |

rJ Account name
i:0#.flmembership]|

Preferred name

Adele Vance

Edit My Profile I

Delete

Manage Personal Site

H

Manage site collection owner

You can edit some user profile settings

Ask Me About:

Update your "Ask Me About" with topics you can help people with, such

as your responsibilities or areas of expertise.

(2L sIP Address:

[ adelev@5dz3t4.onmicrosoft.com

My Site Upgrade: ]

Don''t Suggest List

(2L Proxy addresses:

Hire date

&

&E

[2L Display Order: (

Last Colleague Added:

| &

Outlook Web Access URL:

[hitpes

J

(2L Distinguished Name

I CN=15968b8b-{83a-47ch-b03¢-87454337eh3e, OU=d5812622-6fc J

(2 Source Object Distinguished l

J

Name: *
Last Keyword Added:

| &

[ Personal Site Capabilities: [4

Feed Identifier: [

E-mail address
AdeleV@5dz3t4.onmicrosoft.com

Everyone

Everyone

Everyone

Only Me

Everyone
Everyone v
Everyone
Cnly Me
Only Me
Everyone

Everyone

Cnly Me
Everyone

Everyone
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Email Notifications:

People | follow:

Activities | want to share in my
newsfeed:

You can add new user properties

User profiles

Semeone has started following me

Suggestions for people and keywords | might be interested in
Someone has mentioned me

Someone replied to a conversation that | started

Someone replied to a conversation that | replied to

Someone replied to my community discussion post

Pick what email notifications you want to get.

Allow others to see the pecple you're following and the people

following you when they view your profile.

Share all of them (i)

Following a person

Following a document or site
Following a tag

Tagging an item

Birthday celebration

& job title change
Workplace anniversary
Updating your "Ask Me About"
Posting on a note board
Liking or rating something
New blog post

Participation in communities

Everyone

Everyone

p Peonle
& Manage User Properties | Manage User Profiles | Manage User Sub-types | Manage Audiences

Manage User Permissions = Manage Policies

‘:a My Site Settings

Setup My Sites

Use this page to edit this property for user profiles.

Profiles

Number of User Profiles 24
Number of User Properties 114
Number of Organization Profiles 1
Number of Organization Properties 15

Audiences
Number of Audiences 1
Uncempiled Audiences 0
Audience Compilation Status Idle
Ended at
Last Compilation Time 12/14/2024
1:32 AM

* Indicates a required field

Property Settings

Specify property settings for this
property. The name will be used
programmatically for the property by
the user profile service, while the
display name is the label used when
the property is shown. After the
property is created the only property
setting you can change is the display
name.

Sub-type of Profile

Please select the sub-type of user
profiles with which you want to

associate this profile property.

Usage
This is the number of user profiles

currently containing values for this
property. Changes to this property

Name: *
UserAge
Display Name: *

Type:

string (Single

ue) v
Length:
25

Configure a Term Set to be used for this property

Default User Profile Subtype

Number of profiles using this property:
0
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Now it came to users profile

Enable An Alternate Calendar: - Only Me ~
Specify a secondary calendar that provides extra information on the

calendar features.

Define Your Work Week: Sun CMen Tue [ Wed T Thu CRd CSat Only Me ~
First day of week: v Start time:
First week of year: < End time:

Select which days comprise your work week and select the first day of
each work week.

Time Format: ~ Only Me ~
Specify whether you want to use 12-hour time format or 24-heur format,
Use language and regional Only Me
settings: Specify whether language and regional settings can be synchronized
with site collections.
OfficeGraphEnabled: O Everyone
DelveFlags: I Everyone
PulseMRUPeople: I Only Me
[ SPS-Tenantinstanceld: l Everyone
& sps- | Everyone
SharePointHomeExperienceState:
SPS-MultiGeoFlags: I Everyone
User Age: * 3 I Only Me

User Permissions

1. Create Personal Site:

e Required for users to set up their OneDrive for Business (personal storage) and My Site.

e Enables users to store files, access their personal newsfeed, and manage followed content.
2. Follow People and Edit Profile:

e Allows users to follow other users' activities and updates.

e Users can edit their profile details, such as contact info, skills, and interests.
3. Use Tags and Notes:

e Allows users to tag content and use notes to add annotations, enhancing collaboration and
organization.

permissions for userprofile_n9qvjthoiyoeor...

Use these permissions to control who can create My Sites and use Help
other features provided by User Profile Service.

|Everyone except external users]

To remove an account, or group, select it
above and click 'Remove'.

Permissions for Everyone except external users:

Create Personal Site (required for personal
storage, newsfeed, and followed content)
Follow People and Edit Profile

Use Tags and Notes
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My Site Settings

User profiles

ﬁ Peaple
Manage User Properties | Manage User Profiles

Manage User Permissions | Manage Policies

My Site Settings
Setup My Sites

Manage User Sub-types | Manage Audiences

Profiles
Number of User Profiles 24
Number of User Properties 114

Number of Organization Profiles 1
Number of Organization Properties 15

Audiences
Humber of Audiences 1
Uncompiled Audiences 0
Audience Compilation Status Idle
Ended at
Last Compilation Time 12/14/2024
1:32 AM

Use this page to manage My Site settings for this User Profile Service Application.

Preferred Search Center

Setting the preferred search center
allows you to control which search
center users are taken to when they
execute a search from the My Site
profile page.

My Site Host

Setting a My Site Host allows you to
use a designated site to host personal
sites. All users accessing personal
sites for this Shared Services Provider
will be automatically redirected to the
server you specify.

If there are any existing personal
sites, you must manually transfer their
contents to the new location

Note: To change the location hosting
personal sites, create a new site
collection at the desired location
using the My Site Host site template,

Personal Site Location

Select the location at which to create
personal sites. This should be a
wildcard inclusion managed path
defined on the web application
hasting My Sites

Site Naming Format

Selact the format to use to name new
persanal sites.

Existing personal sites will not be
affected,

Read Permission Level

Enter the accounts that will be
granted the Read permission level in
the personal site when it is created
Verify that the accounts have the
correct Personalization services
permissions to use personal features
and create personal sites. Also, verify
that the public page has the correct
permissions by browsing to the
permissions page on the My Site host

Note: Accounts you add will only
affect personal sites created after you
added the accounts

Newsfeed

Select whether you want to enable
activities on My Site newsfeeds

Activities notify users of new events
from people and content the user
follows. Examples of activities include
birthdays, job title changes, social
tagging of content, new follow
notifications, and more. Users can

explicitly decide what activities get
posted about them, and all are
private by default except

Preferred Search Center:
-epoint.com/search/Pages \
Example: http://sitename/SearchCenter/Pages/
Search scope for finding people:

People v
Search scope for finding documents:
All Sites ~

My Site Host location:
4-my.sharepoint.com: 443/
Example: http://portal_site/

Location: *
personal
Example: http://portal_site/location/personal_site/

User name (do not resolve conflicts)
Example: http//<My Site Host Web Application Path> /<My Site Managed Path> fusername/

User name (resclve conflicts by using demain_usemame)

Example: .. /username/ or ../domain_username/

Domain and user name (will not have conflicts)

Example: http://<My Site Host Web Application Path>/<My Site Managed Path>/domain_username/

Everyone except external users;

&

Enable activities in My Site newsfeeds

[JEnable SharePoint 2010 activity migration
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Email Notifications String to be used as sender's email address:

This email address will be used for [

sending certain email notifications. Example: anystring@somestring.com
This need not be a real monitored
email address,

EEnable newsfeed email notifications

Select whether you want users to
receive emails for newsfeed activities,
such as replies to conversations in
which they've participated and
mentions.

My Site Cleanup B Enable access delegation

When a user's profile has been

deleted, that user's My Site will be Secondary Owner: . ==
flagged for deletion after thirty days. &[E
To prevent data loss, access to the

former user's My Site can be granted

to the user's manager or, in the

absence of a manager, a secondary

My Site owner. This gives the

manager or the secondary owner an

opportunity to retrieve content from

the My Site before it is deleted. Select

whether or not ownership of the Site

should be transferred to a manager or

secondary owner before the site is

deleted.

Set a secondary owner to receive
access in situations in which a user’s
manager cannot be determined.

My Site Secondary Admin UJEnable My Site secondary admin

Add a secondary admin for all My

Sites. Secondary admin:

You can add a user or security group
as a second admin to users' My Sites.
Typically, the user who the site is
being created for is the only site
admin. When you enable a secondary
admin, the user or security group
selected will always be a site admin

on all new My Sites.

Privacy Settings & Make My Sites Public

Choose whether you want to make all

users' My Sites public by default.

By default, a user's My Site is private.
This means that each person's list of
followers and who that person is
following is not shared with anyone.
Additionally, all activities (including
new follow notifications, social
tagging and rating of content,
birthdays, job title changes, workplace
anniversary, updating ask me about,
posting on a note board, and new
blog posts) will be private. Choosing
this option will enable all of these
activities by default for all users and
override whatever policies are set
within People and Privacy in the

Manage Policies page.
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Active sites

1.24 TB available of 1.24 TB: The environment currently uses no storage across all active sites.

Active sites |

Use this page to sort and filter sites and change site settings.
Learn more about managing sites

-
1.24 TB available of 1.24 T8 (1)

I+ Create \l/ Export L Track view I ® Your recent actions }3 Search sites = All sites
Site name T URL Teams Channel sites Storage used (GB)
Communication site https://5dz3t4.sharepoint.com - - 0,00
Digital Initiative Public Relations  ./sites/DigitalInitiativePublicRelations 73] 0.00
Mark 8 Project Team ./sites/Mark8ProjectTeam 751} - 0.00
Retail fsites/Retail 7)) 0.00
Sales and Marketing .fsites/SalesandMarketing 73] 0.00
Sample Team Site /sites/SampleTeamSite - - 0.00

Q
U.S. Sales Lfsites/US Sales 51} . 0.00
o]

Create Site

1. Team Sites:
¢ Integrated with Microsoft Teams.
e Focused on collaboration for groups or projects.
2. Communication Sites:
¢ Designed for broadcasting news, updates, and information across an organization.

Create a site: Select the site type
€ e type of site you want to create. Learn more about team sites or |earn more about communication sites.

B3
X

Communication site

Team site

Create a private space to collaborate with your team.
Share information that engages a broad audience.
[ Track and stay updated on praject status
FZ Create a portal or subject-focused site
{2 Share team resources and co-author content
@ Engage dozens or thousands of viewers

i Allsite owners and members publish site content

& Few content authors and many site visitors
#  Can connect to other Microsoft 365 products

Browse more sites
Select another site, such as a publishing
portal or a non-connected team site.

Syntex content center
Create and manage enterprise madels in
a content center.

Go to Migration Manager
Wigrate your cantent from on-premises
sites, file shares, or other services.
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Select a template

From Microsoft ~ From your organization

W—
Standard team Crisis communication team
Manage projects, share content, and stay Centralize crisis communication,
connected with your team. resources, and best practices.

Employee onboarding team Event planning
Guide new employees through your Coordinate and plan event details with
team's onboarding process. your team

You can change the site template later under Settings.

Back

Give your site a name

Decide on a unique name that follows your organization's
naming standards. The description is optional, but useful for
people to understand what your site is for.

Your team site will be connected to a Microsoft 365 group,
which gives your site a shared OneNote notebook, group email
address, and team calendar.

[ ——

. °

Site name *

AhmedSite

The site name is available.

Site description

For testing

Group email address *

AhmedSite

The group alias is available.

Site address *

https://5dz3t4 sharepoint.com/sites/ AhmedSite

The site address is available.

Group owner *

Ahmed Abdelwahed X
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Set language and other
options

Set the default language for your site. If required, select labels
and other settings to classify what type of content is stored on
your site and who should have access to the information.

Privacy settings

| Private - only members can access this site b

[ Public - anyone in the organization can access this site I

Private - only members can access this site

ETGUAGE 10T YOUT ST, VoL Can't Change this rater

o Time zone

- = (UTC-08:00) Pacific Time (US and Canada) w

Standard team /7 Change template Back

Add site owners and
members

Consider assigning one additional site owner or a group to help
manage site content. Learn more about permissions

Site owners have full control of site content, theme, permissions, hub associations,
and other site settings.

Site members can edit and view site content, including files, pages, lists, and
navigation,

Add members

Start typing a name

) Applying template
= L
Ac .
@ Home AhmedsSite
Use A
B Sites ~ Lear Public group
=1 Email 8 Viewsite [i] Delete
| Active sites
+
Deleted sites For testing
@ Containers ~
X i General  Activity ~ Membership  Settings
Active containers
) (1
Deleted containers
* -
L Policies ~ (D Would you like to add Microsoft Teams to this group? Add Teams *
Sharing
Basic info Email addresses Other info
Access control
Name Primary Created
83 Settings ) .
AhmedSite AhmedSite@servertraining xyz 12/17/24 at 8:42 AM
- by Ahmed Abdelwahed
el @ e Description Aliases from SharePoint admin center
& Migration For testing AhmedSite@5dz3t4.onmicrosoftecom
Edit Edit
b~ Reports ~
More features Site info
‘ 1
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e

. AhmedsSite Publicgroup  * Following & 1me

Home T Upload ~ 5 Editin gridview @ Sync = All Documents e ®

Conversations

| Documents [y v

®@ m o @ & =

Documents

Shared with us B Name ~ Maodified ~ Medified By ~ + Add column
Notebook B DATAT 45 minutes ago Ahmed Abdelwahed

Pages

Site contents
Recycle bin

Edit

L2 Search this site

A .
AhmedSite Public group W Following < 1 member
&
‘ Home 8 Page details 5 Analytics Published (& Share - £ et S

=]

Conversations List
B Quick links

Documents

P
=] Notebook e ) ) @ Learn about a team site
S 'p your team updated with news on your team site
pace

® N n the site home page you'll be able to quickly author a news post - ... @ Learn how to add a page

‘ages

. News post

. ePoint a few seconds ago

list1 News link

. Plan Documents See all

ite contents
at is a team site?
Recycle bin App iarePoint team site connects you and your team to the content, = Al Documents ~ (0
SharePoint a few seconds ago
Edit o Name ~

Add a page to a site B DATAT

Using pages is a great way to share ideas using images, Excel, Ward and..

SharePoint a few seconds ago

Create new document library

o
_+_ -
-

Blank library From existing
library

Templates

From Microsoft  From your organization

Media library Invoices Learning
Keep your team running in sync Upload, track and organize your Create, organize and manage
and your rich media files invoices with this template, so yo. lesson plans.
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Home

Conversations

Documents

Shared with us

® @ o @ & o

Notebook

Pages

list1

Doc-Lib1

Site contents.

Recycle bin

Edit

Name *

Doc-Lib1

Description

Writing a description can help others know more about your library.

. Show in site navigation

£ Search this library

0 Folder

@ Word document

@ Excel workbook

) PowerPaint presentation
m OneNote natebook

@ Forms survey

@ Visio drawing

& Clipchamp video

@ Link

7 Edit New menu

+ Add template

& Editin grid view

] Sync

Modified

Medified By

This folder is empty

Public group W Following

= All Documents

+ Add column

& 1 member

v © v
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Sharing Policies

SharePoint admin center

Sharing

@ Home
Use these settings to control sharing at the organization level in SharePoint and OneDrive.
B Ssites N Learn more about managing sharing settings
Active sites
Deleted sites .
External sharing
B Containers ~

Content can be shared with:

Active containers

el ine @ SharePoint @ OneDrive
Co o M Lo Anyone
= Policies s ost permissive Users can share files and folders using links that don't require sign-in
New and existing guests.
Access control Guests must sign in or provide a verification code.
& Settings Existing guests
Only guests already in your organization's directory.
B3 Content services ~
- Only people in your organization
@  Migration Least permissive Mo external sharing allowed.
b Reports 4 You can further restrict sharing for each individual site and OneDrive. Learn how

More features More external sharing settings

SharePoint admin center

Sharing

{t Home
Use these settings to contral sharing at the organization level in SharePoint and OneDrive.
B Sites ~ Learn more about managing sharing settings
Active sites
Deleted sites Choose the type of link that's selected by default when users share files and felders in SharePoint and OneDr
Specific people (only the people the user specifies)
@ Containers -~ O P peop Y peop P

. . O Only people in your organization
Active containers

i @ Anyone with the link
Deleted containers

3% Policies ~ - . .
- Choose the permission that's selected by default for sharing links.
| sharing O view
Access control .
@ Edit
91 Settings
X Choose expiration and permissions options for Anyone links.
B Content services v
@ Migration D These links must expire within this many days
B sites ~ Learn more about managing sharing settings
Active sites
Deleted sites Choose expiration and permissions options for Anyone links.
@ Containers s

[ These links must expire within this many days

Active containers . . .
These links can give these permissions:

Deleted containers -
Files: View and edit ~

Policies o
‘ Folders: View, edit, and upload
| Sharing

Access control

I

1 Settings
Other settings
¥ Content services ~
& Migration u Show owners the names of people whao viewed their files in OneDrive
B et site owners choose to display the names of people wha viewed files or pages in SharePoint
k" Reports v

B Use short links for sharing files and falders

More features
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Access control Policies

SharePoint admin center

Access control

@ Home
Use these settings to restrict how users are allowed to access content in SharePoint and OneDrive.
B Sites ~
Active sites .
. Unmanaged devices
Eetliizel etz Restrict access from devices that aren't compliant or joined to a domain
@ Containers ~

Active cantainers . .
Idle session sign-out

Deleted containers Automatically sign out users from inactive browser sessions.

= Policies ~
Shari .
HOE Metwork location
| Access control Allow access only from specific IP addresses.

ﬁl Settings
Bl Content senvices e Apps that don't use modern authentication

L Block access from Office 2010 and other apps that can't enfarce device-based restrictions
@ Migration Q
b Reports v =

OneDrive access restriction

i e Restrict access to OneDrive content by security group.
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SharePoint Settings

SharePoint admin center

G Home Default storage limit

B sites &
Set the OneDrive storage limit for all new and existing users who are assigned a
Active sites qualifying license. If you've set specific storage limits for certain users, changing this
setting won't affect their storage.

Deleted sites App MName T
Learn more about setting OneDrive storage limits
@ Consi . P SharePoint  Site creation ! Ut seting ve storage fim!
ontainers

Active containers ° SharePoint  Site storage limits Default storage limit

Deleted containers Enter a value of at least 1. For 1 TB of storage, enter 1024, If you have a subscription
. B shoreroint  Version istery imits that provides more than 1 TB of storage, you can enter a value up to 5120 (5 T8)
T3 Policies ~

Sharing * Stream App launcher tile 1024 o8

ec=ssleon i) @ OneDrive  Notifications

@ OneDrive Retention
B Content services ~
I @ OneDrive Storage limit I

&> Migration
PR - @& OneDiive Syne

Mare features ~
Can't find the setting you're looking for? Go to the classic set »ave Cancel

SharePoint admin center

= X
.
Settings -
@ Home Retention
B Sites ~
Specify the default retention period for a user's OneDrive when the user is deleted.
Active sites Changing this setting also affects OneDrive accounts already within the retention
eriod.

Deleted sites App Name 7 P
© connen R B skt Site creston Learn more about setting OneDrive retention

D G AL a SharePoint  Site storage fimits Days to retain a deleted user's OneDrive

Deleted containers Enter a value from 30 through 3650 days.

B shachoint  Version history limits
Glis * Stream App launcher tile
Access control @ OncDive  Notifications
| ® oneprive  Retention |
ﬁ Content services v
@ OneDrive Storage limit

&>  Migration
b= Reporss o @ OneDrive Sync

= X
Settings
@ Home Sync
B Sites ~
Use these settings to control syncing of files in OneDrive and SharePoint,
Active sites
Deleted sites App Name 7 ]
B show the Sync button on the OneDrive website
® Containers - EP sharePoint  Site creation
[] Allow syncing only on computers joined to specific domains
Active containers. SharePoint Sits limit
- R ite storage limits B slock upload of specific file types
Deleted containers
BB snarcroint  Version history limits Enter each extension on its own line. Do not include spaces, periods, or any
5 Palicies ~ other punctuation
Sharing P steam App launcher tile [Eo——
exe
3
Access control @ OneDiive Notifications mes
@& OneDiive Retention
B Content services ~
4
@ OneDive  Storage limit
@ Migration

I Raports - OneDive  Sync
1 sarn mare

More featuras

Can't finel the setting you're looking for? Go to the dlassic set Save Cancel
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= . x
Settings L .
@ Home Set version history limits
B Sites ~
Setung for Inaiviaual SIes of IIoranes. | Nis Seting aoes Not apply © existng
T or OneDrive accounts or SharePaint document libraries.
Active sites o . i
Learn more about limiting version history
Deleted sites App Name 7
EP sharePoint  Site creation
i ~
@ Containers O Automatically ~RECOMMENDED
q q icall imi i intelli Igori i
Active containers a SharePeint Site storage limits Automatically ?ptwmlze storage using an intelligent algorithm to store versions
based on creation date.
Deleted containers Learn more about automatic limits
I a SharePoint Version history limits I
5 Policies 2
- @ Manually
Sharing ’ Stream App launcher tile Versions are deleted when set number or time limits are exceeded.
Number of major versions
Access control @& OneDrive Notifications 4 @
I & Delete versions when this number is exceeded
Settings
@ OneDrive Retention [ 500 ]
B Content services e
@ OneDrive Storage limit Time ()
i . . . .
@ Migration Delete versions after this pericd of time.
@ OneDrive Syne
B~ Reports i l Never (Default) N ]
More features
Can't find the setting you're looking for? Go to the classic set ki Caeer

Settings

G Home Site creation
B Ssites ~
Select settings for new sites,
Active sitas P .
Learn more about managing site creation
Celeted sites App Name T
@ Containers ~ Sharefoint - Norifications - Users can create SharePoint sites
Active eontainars Sharepoint Pages Cantrol whether users can create sites from SharePoint, OneDrive, the PnP
9 PowerShell emdlet, and the REST API. This setting doesn't affect whether users
Deleted containers can create teams ar Microsoft 365 groups and their connected sites.
SharePoint  Site creation
°__°—; Policies ~
[ show the options to create a site in SharePoint and create a shared
Sharing SharePaint Site storage limits library from OneDrive

Access control

SharePoint  Version history limits Create team sites under

https://5dz3t4 sharepointcom

o ¢ >V O PIOPIOP

Stream App launcher tile
[F Contentservices v
@ it OneDrive Netifications Default time zone
1z e Retont (UTC-08:00) Pacific Time (US and Canada) ~
Reports ~ neDrive etention
© More features OneDrive Storage limit
Save Cancel
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Planning and Managing Microsoft Teams

Microsoft Teams admin center P search

I @ Dashboard Overview  Collaboration activity
I
' Teams ~
P Users v Deployment task status o Self-help diagnostics o
Common self-help gueries

2 Teams devices ~ Use the Start button to create a Teams

service management team for the Wy Auto attendant Voicemail

features you want to roll out. We'll
B Teams apps v provide you with your organization's Meetings Call forwarding Unable to create a T...

assessment, task-driven Planner plan

and other resources to streamline the Authentication Call queue Unable to make dom...
Meetings v roll out ) )

Files Direct Routing
[E  Messaging ~ Presence Dial pad is missing
% Voice v
Locations. v -
@ User search . Training i
8 Admin training for Teams
& Frontline deploy... ~ .
Search by display or username Q Instructor-led training for
Teams

Enhanced encrypt...

4]

End user training for Teams

W@
|

Palicy packages Teamwaork on Microsoft

L | A A,

Manage teams

Edit team

Name

Digital Initiative Public Relations

Description
Description of Digital Initiative Public
Relations
50/1024
Privacy (O
Public ~

Message permissions

Edit sent messages

@ o

Delete sent messages

@ on

Team owners can delete sent messages

@ on

Add and edit channels

Apply Cancel
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Edit team

Add and edit channels

@ o

Add and edit private channels
On

Delete channels

@ on

Add, edit, and remove apps

@ on

Add, edit, and remove tabs

@ o
Add, edit, and remove connectors
On

Mentions

Mention teams in messages

@ on

Mention channels in messages

@ on

Fiiact narmissiane

Apply Cancel

Edit team

Mention channels in messages
On

Guest permissions

Guests can add and edit channels

QD or

Guests can delete channels

@ of

Fun settings

Giphy

@ or

Giphy content rating

Stickers and memes

@ or

Custom memes

@ o

PG (based on the GIPHY Content Rating)

Apply Cancel
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Settings & policies

# & ¢ BH B & % 3 & 9

il

% 3 & ®

® © ¢ B B @

atl

% 2 B B

2 ® ¢ H B A

il

Microsoft Teams adm

Dashboard

Settings & policies

Teams

Users

Teams devices

Teams apps

Meetings

Voice

Locations

Frontline deploy...

Policy packages

Dashhoard

Settings & policies

Teams

Users

Teams devices

Teams apps

Meetings

Volce

Locations

Frontline deploy...

Policy packages

Dashboard

Settings & policies

Teams

Users

Teams devices

Teams apps

Meetings

Voice

Locations

Frontline deploy...

Policy packages

,0 Search

Org-wide default scttingsl |Cu;tnm policies for

users & groups

Teams & channels (4)

200
[\w)] Teams
&S I
& eam templates
(e Preview features
-

g& Migrating to Teams

Control what users in your organization can do in te..

Manage which pre-built or custom templates peaopl...

Manage who can see pre-release or preview feature...

Set up your upgrade experience from Skype for Bus...

External collaboration (1)

O
O Guestaccess

Apps (1) ~

Org_wide daefault sattings } Teams settings.

Teams settings

Control how guests collaborate with people in your ...

Control what users in your organization can do in teams and channels. Learn more about managing teams

Discover private teams (1)

Create private channels (3

Create shared channels (O

Invite external users ta shared channels ()

Join external shared channels (&

Notifications and feeds

Manage the way that Teams handles suggested and trending feeds.

Suggested feeds can appear in a user's activity feed

Off

On

88880

On

@ Mot customizable for users or groups ~

© o

Org-wide default settings

External collaboration (1) ~~

Q

Guest access.
<@

Apps (1) A~

App setup

Meetings & events (6)
D- Audio conferencing

Meetings

;°° Themes & customization

Custom policies for users & groups

Contrel how guests collaborate with peaple in your ...

Control how apps are made available to a user with

Manage the audic conferencing experience for your

Chaose which features are available in meetings, pe...

Customize the look of your organization's meetings.

On this page

Enter a keyword

Skip to a section

Teams & channels (4)
External collaboration (1)
Apps (1)

Meetings & events (6)
Messaging (1)

Voice (10}

Emergency (2)

Enhanced encryption (1)

On this page

Enter a keyword

skip to a section

General

Notifications and feeds
Tagging

Email integration

Files

Organization

Devices

Search by name

Safety and communications

Shared channels

On this page

Enter a keyword

Skip to a section

Teams & channels (4)
External cellaberation (1)
Apps (1)

Meetings & events (6)

Waice (10)

Emergency (2)

Enhanced encryption (1)

a
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Org-wide default settings Custom policies for users & groups On this page
i Dashboard pag
I & Settings & policies () Live events Manage how users in your organization broadcast vi... Enter a keyword Q
A Teams ~ Skip to a section
Meeting te lats fi i i .
E] eeting templates Enforce meeting options or set defaults to create a ¢ Teams & channels (4)
B Users ~ External collaboration (1)
@ Events Manage how users in your organization interact in | Apps (1)
i ~
<@l Teams deovices Meetings & events (6)
Messaging (1)
B Teams apps ~
M 1)~ A
lessaging (1) Voice (10)
Meetings ~ Emergency (2)
@ Messaging Control what chat and channel messaging features a. Enhanced encryption (1)
Q, Voice ~
& Locations e Voice (10) ~
4
A2 Frontline deploy... ™ . . .
% Calling Control what calling features are available to people...
5] Policy packages
Qzl)l Call hold Control the audio file that's played when a Teams us...

() Switch to old exnerience

Manage users

Edit settings

You can assign these policies to cne or more
people in your organization at the same time.
Learn more

Call hold policy
Keep existing policy ~

Voicemail policy

Keep existing palicy v
Meeting policy
Keep existing policy ~

Audio Conferencing policy
Keep existing policy ~

Messaging policy

Keep existing policy ~
Events policy
Keep existing policy ~

Live events policy

vl

www.abdelwahed.me



http://www.abdelwahed.me/

Administering Microsoft 365

Microsoft Teams admin center £ search

Choose which external domains your users have access to:
Dashboard .
far @ Allow all external domains ~
88  Settings & policies & Allow all external domains
All external organizations are trusted. People in my organization
can communicate with users from any external domain.
A Teams v 1
© Allow only specific external domains
£ Users ~ | Create a list of external domains that are allowed. Only the osglaccounts aren't managed by an arganization. Learn more
| external organizations specified are trusted. All other domains will
be blocked
Manage users
© Block only specific external domains
Create a list of external domains that are blocked. All other
domains will be allowed,
£ Teams devices v n
(2 Block all external domains
People in my organization can't communicate with users from any
~
B Teams apps external domain.
= ) Trial Teams tenant
Meetings s
. Allow users in my organization to communicate with accounts in trial Teams tenant.
% Voice v
@ of
&) Locations v
Save Discard
& Crmntlina Annlau v

Manage apps

Microsoft Teams admin center L search

(D We're setting up your new app management experience so some functionality is unavailable. This can take up to 30 minutes. x

= Teams v
&£ Users & m All subscriptions
Manage users Browse by Everything
External access o Edit availability A% Adc 2658 items Q_ Search by name M = &5
oo devi v
fams devices / Name T Supported on (D Available to (D Appstatus (D Certification ()
Teams apps ~ CSP C
ustomer App ’
Publisher attested
Simplify Microsoft icens o o™ Everyone Unblocked ublisher atteste
Manage apps
1-on-1Hub
Permission policies Everything you need to [1] Everyone Unblocked Publisher attested
Setup policies e
1-to-1 Wor vds Com 711 Everyone Unblocked
E Comunicate segmented
Customize store
B . 1&1 Business Phone {
Meetings ~ [ Everyone Unblocked
Smart telephony feature
Meeting templates
123 Notetaker Al . & & Everyone Unblocked 4
. Al Notes & Transcription
& Voice 4
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