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Introduction

Why Office 365 and why this book? The answer is simple: for me it has always been about giving back to the
community. Office 365 users are a community. It is important for those who are passionate about Office
365 to help the community grow. This Office 365 book is a combination of my experiences and questions
that I am constantly being asked about moving customers to Office 365. Customers who move to Office 365
improve their productivity and reduce operation costs. Why use Office 365? It just makes business sense.
Itis about what people want to do, and how they work.

Office 365 is a cloud-based service; using it is what you know—the Microsoft Office suite. It simply
works, plus you do not have to give up your intellectual property to use the service. This is important. Not
all cloud solutions are this forthright. Our customers who use Office 365 have significantly reduced their IT
services costs and their concerns in the areas of data security, compliance, and discovery.

This is a living book. We approached Apress, our publisher, with the idea that this book should morph
over time. We suggested that a living book could be created about Microsoft cloud services, based on our
experience both now and in the future. Apress agreed.

KAMIND IT, a Microsoft Cloud Solution Provider and Cloud Champion and a multiyear Microsoft
Partner award winner, presents a unique value proposition for our Office 365 customers. Our approach has
been to partner with our clients to journey to the cloud together. That experience is reflected in this book
and will continue to be.

Join us in this journey to the cloud with Office 365.

Chapter 1: What Is Office 365?

This chapter focuses on why you should move your organization to Office 365. The decision to move

to Office 365 is a business, rather than a technical, decision. Like any business change, the objective is

to reduce your operational costs and to improve your organization’s productivity to gain a competitive
advantage. The chapter ends with a hypothetical customer making the business trade-offs toward moving to
the cloud.

Chapter 2: Understanding the End User Experience

The best way to understand Office 365 is to experience it. You explore Office 365 capabilities in the Contoso
demonstration site, with a focus on how this helps your business productivity. A day in the life of a user
demonstrates the capabilities of Office 365.
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Chapter 3: The Apps

Office 365 is owned by the business, and the data is only available to the business for business use. Office
365 takes advantage of social enterprise through the different data mining capabilities that are present

in services like Gmail, Dropbox, Facebook, LinkedIn, and other social media sites. These capabilities are
applied to your Office 365 site to improve your business productivity. This chapter describes Office 365 apps
and discusses how you use them in your business to improve communications and productivity.

Chapter 4: Cloud Security Best Practices

One of the issues that all managers are faced with is the management of data and security and learning best
practices. In this chapter, you explore the different capabilities of Office 365 and the monitoring that is in
place to manage your Office 365 company to ensure that your data remains private. This chapter covers the
most common approaches to Office 365 migration.

Chapter 5: Office 365 Deployment Step by Step

The secret to a successful deployment to Office 365 is picking the correct plan that supports your business.
The key to a successful migration to Office 365 is the planning and purchase process. Once you select a plan,
your primary consideration must be to ensure that the migration process is seamless for your organization.
This chapter describes the basic purchase information and it details the choices. It concludes with
information about pre-deployment, deployment, and post-deployment.

Chapter 6: Workstation Setup and Configuration

Office 365 supports many different systems and capabilities, depending on your business needs. The issue
that IT managers constantly face is how to set up and manage the client environment. This chapter is
focused on the configuration of an Office 365 desktop environment. This is the go-to reference chapter on
the configuration of your desktop and mobile phones.

Chapter 7: Managing Office 365

This chapter describes the different administration centers in Office 365 and the most common tools that
you use to administer Office 365. Depending on your Office 365 plan, there are five possible administration
tools. This chapter focuses on the Office 365, Exchange, and Skype for Business administration centers. The
chapter closes with using PowerShell to manage your Office 365 environment.
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CHAPTER 2

Understanding the End User
Experience Using Office 365

Office 365 is scalable for all businesses. An Office 365 subscription can be created for 1 user or 100,000
users. Office 365 is the only service that allows any business to have the same capabilities as a Fortune 100
company, at alow monthly subscription. As a business owner, you are no longer restricted from using tools
that were only available to large corporations—you have the same capabilities.

After the user logs in to the Office 365 service (see Figure 2-1), Office 365 displays the features available to
the user (based on the plan that the administrator has assigned). Each plan is designed with features to best
meet the needs of businesses based upon business size or other factors. All business and users are different.
Office 365 allows the administrator to mix and match different plans to meet the individual user needs in
the organization. The popular plans are Business Essential, Business Premium, and E3. There is no longer a
requirement to have everyone on the same plan; you can mix all types of plans in your Office 365 subscription.

Install Office on your PC

Let your ideas 02 0 @2 0 O3 [ nstnow |

go free.

Figure 2-1. Office 365 login page
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The administrator can select the plan mix that makes business sense for the users in the company.
Office 365 supports Macs, PCs, iPads/tablets, and mobile devices. All the user needs to do is log in using
the Company Credentials at http://office.microsoft.com (or http://portal.microsoftonline.com).
Our approach to an Office 365 configuration is to select the subscription that best matches the roles of the
employees and the needs of the organization.

This chapter details a day in the life of an Office 365 user and the materials needed for setting up one
computer to use Office 365. This approach enables most end users to start an Office 365 trial subscription
and successfully configure the service. We have placed additional information about the Microsoft
Customer Immersion Experience (CIE) center and the Microsoft FastTrack service in the reference section
of the chapter.

The “A Day in the Life of an Office 365 User” section explores Office 365 capabilities in the Microsoft
demonstration site and details the features of Office 365. Taking the time to test service offerings in this
way tends to result in the most successful migrations. With a basic understanding of the service offerings,
identifying the ones that match your business needs becomes simple.

A Day in the Life of an Office 365 User

In the previous chapter, the Ready Design Custom Cupcakes (RDCC) company completed a business
analysis of Office 365 cloud services and was ready to move to Office 365. The IT manager (let’s call him
Tom) looked at his total company spending, and with the help of his Microsoft Partner, determined that his
on-site cost was about $115 per user, per month; and the Office 365 cost was approximately $53 per user, per
month (see Figure 2-2). These costs included ongoing support.

On Site Cost versus Cloud Costs

w—— On5ite Per user e Cloud Per user

Figure 2-2. On-site costs vs. cloud costs

However, Tom had questions about how Office 365 services would benefit his users at RDCC. He and
his Microsoft Partner set up a demonstration. Most Microsoft Partners can set up different types of test
environments, but in the RDCC case, the Microsoft Partner, KAMIND IT, chose to use an interactive training
session using the CIE, which provides a fully configured Office 365 experience. This exercise exposed Tom
to the full range of Office 365 capabilities and features in such a way that he was able to relate his new
knowledge to the Office 365 migration project at RDCC.
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The CIE is a preconfigured Office 365 organization that supports all of the Office 365 services, including
Yammer, Project, Exchange, Skype for Business, SharePoint, OneDrive for Business, Delve, Video, CRM,
Enterprise Mobility Suite, and Microsoft Intune.

Now Tom is looking for ways to reduce the costs of managing the Office 365 user’s devices with a cloud
solution so that RDCC does not need to manage an on-premises solution using Microsoft System Center.
KAMIND IT suggests that Tom play the role of an end user in the Microsoft demonstration company,
Contoso, Inc. Tom is assigned an Office 365 user account, and he assumes the hypothetical identity of a
Contoso sales associate, Karen Berg.

Note The “Where to start with Office 365” section is a hands-on tutorial, not a configuration guide. We
have dedicated a specific chapter and all of the necessary configuration information to set up your desktop.
The tutorial serves only to show the features of Office 365; the ones that you really need can be selected and
applied to your specific work environment.

Where to Start with Office 365? A Hands-on Tutorial

Start by opening up a web browser and logging in to the Office 365 site at http://portal.office.comor
http://portal.microsoftonline.com (see Figure 2-3).

] Office 365

Sign In with your work or scheal account
Type the email address or phone number of the account you
want to sign in with.

[[Emasit or phone

o [

Can't s your account?

Dont have an Scoount Jesigned by your work of schocl?

Sign in with a Microsoft account

F;t Vo ik o kool scsouet com e ;'am“ e

Figure 2-3. Login to Office 365: login screen
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Once you have entered your e-mail address, Microsoft Online Services determines if there are multiple
accounts for different Microsoft services under your e-mail address. Microsoft offers two different services
for users: consumer services and company or business services. These services are represented as a
Microsoft account and a Work (or Organization) account. The Microsoft account is for Microsoft services
that require a unique ID, such as your e-mail address. Examples of these accounts are Hotmail, Microsoft
Outlook.com, Xbox Live, Windows Phone 8.1, and volume license services (to name a few; there are other
consumer services). A Microsoft account can be any e-mail address (for example, you can have a Gmail
account as a Microsoft account) and is used to provide secure access to Microsoft services.

The Work account is your Office 365 company business service account. The services of these
two accounts are different and isolated from each other on different servers in one or more Microsoft
datacenters. It is very common that a user will have both a Work account and a Microsoft account. When you
access Office 365 services, you always use the Work account.

Note You do not need to have a Microsoft account to use Office 365, only a Work account.

Logging in to Office 365

After you have opened a browser to either office.microsoft.comor login.microsoft.com, select the sign-
in and enter your Office 365 work e-mail address. If you have added consumer capabilities to your e-mail
address (found at account.live.com), then you are presented with two choices (see Figure 2-4). If you are
going to access Office 365, then select the Work account.

] Office 365

It looks like this email is used with more than one account
from Microsoft. Which one do you want to use?

ﬁ Work or school account
Aasigned by your work o school
Microsoft account
Perssnsl accaunt

Cancel

Figure 2-4. Access Office 365 using a Work account
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Once you have entered your password, you log in to Office 365 services. The next step is to explore the
interface of Office 365.

RDCC'’s IT manger, Tom, chooses to use the hypothetical persona of Karen Berg, a sales associate in the
Contoso Company. Tom wants to experience the operation of Office 365 from a productivity point of view
as a user. When you log in to Office 365 for the first time, a normal Office 365 user (like Karen Berg) sees
an initial configuration screen that introduces Office 365 services to the user in the self-service portal (see
Figure 2-5). Tom likes this approach because the self-service portal reduces the calls to his help desk and
improves his users’ satisfaction.

Install Office on more devices

On a PC or Mac Install

Smartphone

Learn how to set up

Figure 2-5. Office 365 first-time login

Tom, acting as Karen Berg, sees that he can continue to install the Office 365 software for his PC/Mac,
phone, and tablet without any help desk support. He sees the Install Now button and realizes that he can
install Office ProPlus for his PC. Tom is interested in Mac support as well, so he logs in from his Mac and
selects installs it too. The correct Office 2016 for Mac software is supplied as part of the download. Tom
realizes that this self-service feature will help him deploy Office ProPlus and Office for the Mac to his clients.

Tom's Office 365 partner, KAMIND IT (partner ID 4471503), recommends that Tom start with Outlook.
KAMIND IT configured the demonstration center and his subscription with Microsoft FastTrack SharePoint
site for RDCC. FastTrack is a site that includes training material, support video, and deployment plans for
moving your business to Office 365. KAMIND IT’s business practice is to deploy all customers with the
Microsoft FastTrack site to help empower users with migrating to and using Office 365.

Note KAMIND IT uses a 93-point checklist for Office 365 deployments. KAMIND IT believes that all users
need to understand the capabilities of Office 365. It deploys FastTrack SharePoint sites to speed the deployment
and to provide training resources to IT managers to reduce the cost of support with using Office 365. KAMIND IT
has deployed more than 300 Office 365 and Microsoft Intune customers.
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Tom selects the Outlook icon (see Figure 2-6) to begin to exploring the online services. Tom notices the
nine-block grid in the upper-left corner (with the description “Looking for your apps”) of the browser and
discovers that he can navigate to the various Office 365 web applications. Tom’s goal is to launch Outlook. He
notices that if the web applications are missing, he can select the nine-block grid to return to the application
choice. Tom explores the different services, such as Web Outlook and his personal cloud document storage,
OneDrive for Business. Tom selects the Outlook tab (see Figure 2-6) to see Karen'’s e-mail.

Office 365

Looking for
your apps?

Install Office on yq

[eds g ng ﬂg

PowerPoint

They're right up here.

Got it Try it

Got a Mac? Sign in there to install the
Or a smartphone or iPad? Set up mob

Collaborate with C

Q= | &

Outlock Calendar

Figure 2-6. Accessing Outlook: Office 365

Office 365 Outlook mail services are designed to provide data synchronization between all devices
that are using Office 365. The simplest way to look at this is that all information is synchronized, so in using
e-mail on his smartphone, web browser, or local Outlook, Tom only needs to “read once” and/or “delete
once” and all devices connected to Office 365 e-mail services will sync his actions. The e-mail that Tom sees
on his tablet is the same on his smartphone and in the cloud (see Figure 2-7). The information is updated
and in sync with the data sources, line-of-business applications, and user devices (smartphones, tablets,
laptops, or desktop systems).
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..‘
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LTI T LA rasaannt®

Figure 2-7. Accessing Outlook from a tablet (courtesy of Microsoft)

Accessing Outlook Web Application (OWA)

Tom begins to explore the Office 365 web site. The Microsoft Partner, KAMIND IT, informs him that after
the initial login, all future logins to Office 365 replace the user start page to either use Outlook or the Team
Site, depending on the license that is assigned to the user. As an example, if the user only has a SharePoint
license, she will land on the Sites page. If the user has an e-mail license, then he will land on the Outlook
page (see Figure 2-8). Karen’s license is a full Office 365 subscription that includes access to SharePoint and
Office 2016, so her default page is the Outlook Web Application, or OWA.

® | Office 365 QOutlook s & 7|
Search Mail and People O @ New | v [ Delete Archive Junk | v Sweep Movetow Categories v
A Folders Inbox Alv  Getting Started with Power Bl A
More > Laat week
Power BI Power Bl <PowerBl@Microsoft.com> 5 Repiyall | v
~ Groups b Getting Started with Power Bl Tum 878 Toc W Karen Berg: Tuse Q2015 100 AM
Groups bring people Gat Started with Micrasoft Power Bl Maonitor your imp.
together. Join & Qroup of * To help potect your privacy. SOmE content in this message has besn blocked. To re-enable the blocked features
Create one. click here.
= Browse groups ' To sbways show content from shis sender, dick here
+ Creaw group o X
Julian Isla 18 tesie -
Needs Revaew: Final Presentaton 6
. Car yeas sl the B et o the Power Pk
Eric Gruber; Kelly Krout; Amy...
L3 WeRnms
Carlos Grilo Get Started with Microsoft
rrogpaktsr i oSN, o o Power Bl
| Amy Alberts

Figure 2-8. Office 365 landing page for user with an e-mail account
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Tom notices that the Office 365 OWA looks very similar to the Outlook desktop client. The interface
is crisp and simple to understand. When you select an e-mail, you can easily move the e-mail to different
folders or set into color-coded categories. The Outlook e-mail, calendar, and People (contacts) are easily
navigated. Tom notices that the OWA supports right-click actions on the interface (see Figure 2-9). This is
important to Tom so that the sales staff can color-code their customer e-mail into different categories.

Favorites

4 Karen Berg
» Inbox 27
Drafts
Sent [tems
Deleted ltems
Clutter
Junk Email

MNotes

YESTERDAY

n A

Jamie Reding is now f

getoffice365book.onn  Delete
LAST WEEK Mark as read
) Flag
Eric Gruber; Kell i
» Contoso’s 4th Annual OVE.-
Hello everyone, It'sthi  |gnore
Julian Isla Gategarize
Needs Review: Final P Create rule...
Karen, Can you review
Mark as junk

lamie Redinn

[Mgetoffice365book.onmicrosoft.corr

[ g
Sat 12/27
[

U
Thu 12/25
ar...

'o
Thu 12/25
Oi...

Figure 2-9. OWA with right-click support

Tom also notices that he can assign individual categories to e-mail, and that these categories are
updated on both OWA and the desktop Outlook (see Figure 2-10). He quickly realizes that this is a big benefit
to his users. He constantly gets midnight calls from the president of the company, complaining about the
color tabs with the older desktop software he was running. Tom realizes that he has solved this one problem
through migration and provides full compatibility moving forward.

4 Karen Berg
»  Inbox 27
Drafts
Sent ltems
Deleted ltems
Clutter
Junk Email

Motes

In-Place Archive - Karen Berg

Mgetoffice365book.onmicrosoft.con

Jamie Reding is now f~"————-———%——
getoffice365book.onn Delete
LAST WEEK Mark as read
) Flag
Eric Gruber; Kell! i
» Contoso's 4th Annual it
Hello everyone, It's thi Ignore
Julian Isla Seieooes ’
MNeeds Review: Final P Create rule...

Karen, Can you review
Mark as junk
Jamie Reding
Customer Service improvement
Hello Karen! | wanted to update you on our proge

Amy Alberts
Contoso's Annual Meeting - Happy Hour!
Hello Everyone, Contoso's Annual Meeting is com

Sat 12/27
| o ® To help protect yq
¢ To always show cqg
)
Thu 12/25 Bing Maps

al..

To: M Karen Berg;

. Blue category

. Green category

. Orange category g
. Purple category

. Red category 1]

Yellow category

Manage categories...

Figure 2-10. Outlook Web Application (OWA) with e-mail category tabs
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Note IT polices can override individual polices on e-mail retention. The default is to allow the user to
determine the best way to save e-mail. We have seen corporate e-mail retention polices provide as little as 90
days’ history. Many of us expect to retain years of old e-mails.

Setting Outlook Options

One of the capabilities that Tom is looking for is the ability for his users to make the necessary configuration
changes, such as adding a signature, and setting the e-mail retention policy and out-of-office messages.
Tom speaks to his Microsoft Partner, who explains that Office 365 OWA has configuration settings. To access
these settings, the partner instructs Tom to select the gear icon next to the user picture in the browser (see
Figure 2-11) and then select the Options. For example, the e-mail options include automatic processing,
account configuration, customization of the e-mail template, checking on delivery reports, and managing
personal encryption.

#  Office 365 Outlook
Search Mad and Pecple e # New | v [l Delete Archive Junk | v Sweep Movetowv Categories w s Office 365 settings
14 nhow » Cattinm SFarktad wit Ay I
~ Folders Inbox Al v Getting Started with Power Bl Petrech A
M > Last week
E Automatic replies 5 7
o Power B m Power Bl <PowerBl@Microsoft.com> oy
b S Getting Started with Power BI Tow 178 o M Karen Bavg ¥ Display settings #2015 700 A

Manage add-ins

Offline settings

Change theme

Julian Isla 1 cubscribe
Needs Review: Final Presentation w72 E>
Feedback

o

| Eric Gruber; Kelly Krout; amy.
» Contosc Trip

Carlos Grilo . Get Started with Microsoft
vend iz Power BI

Figure 2-11. Office 365: Selecting the e-mail options settings

One of the problems that Tom is dealing with is the personal e-mail retention policy. Tom has set the
corporate e-mail retention policy and compliance requirements, but allow the users to have some granular
control. As an example, the corporate e-mail policy is set to move e-mail from the main mailbox into the
archive folders after two years. Tom has individual users that want to move their e-mail into an archive folder
after 90 days.

Tom quickly sees that he can provide individual users more freedom to manage their own inbox and to
add their own individual retention policy. He selects the Options, and then selects Retention Policies (see
Figure 2-12) for e-mail retention. In this case, he sees that “never delete” is enforced on the mailbox. The
Microsoft Partner informs Tom the e-mail size is 50 GB per user, and the per-user archive is unlimited. Tom
quickly realizes that this is a big benefit to his users. He also often gets midnight calls from the president of
the company, complaining about the limited size of user mailboxes. At some point, most of us have suffered
the frustration of an over-full mailbox, either as a sender or as a receiver. Office 365 removes this frustration.
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Office 365 QOutlook

@ Options
Shortcuts Rete N
» General

4 Mail

Default archive 2 years
MNever Delete Delete Unlimited

1 Month Delete
This policy was assigned by your administrator and can’t be removed.

After the message is received:
30 days

After the retention period:
Delete [temporarily recoverable)

* Calendar
* People
OTHER

Figure 2-12. Office 365: setting an e-mail retention policy

Tom also notices there are some additional options that he can set. One of the features that he notices is
called Clutter. The Microsoft Partner explains that Clutter is used to manage e-mails that you receive that are
not viewed often in your inbox. The analogy that the partner uses is to think of Clutter as stacks of paper on
your desk. Clutter moves one of the stacks to a folder to make it easier for you to concentrate on the business.
Clutter operates under the mailbox rules and e-mail is not deleted. Clutter just moves those e-mails that
are normally not read into the clutter bin. This is much different from the Junk folder, which is for spam and
where e-mail is deleted after 30 days (assuming you have the default retention policies in place).

There are additional features that Tom sees that are very valuable for his users. Distribution groups for
instance. The users can create their own distribution groups for various team meetings. He also notices that
the user can adjust the viewing panes and customize the panes for the device that they are using. Tom thinks
about how he likes to read e-mail on his iPad. He can now set the view pane to reflect his device style (see
Figure 2-13).
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Outlook

(© Options

Shortcuts
» General

« Mail

+ Calendar
+ Pecple
OTHER

Figure 2-13. Office 365: Setting the OWA viewing pane under options

Tom is also interested in the way e-mail attachments are handled in the OWA. The current web mail
tool that he is using makes it almost impossible to send e-mail attachments to other users. When Tom is
using his iPad, he just gives up and pulls out his laptop, which is simpler than using the iPad. Tom would like
to use a web browser and just attach a document in a new e-mail, rather than forwarding an e-mail that has
the attachment but the e-mail content is a different subject. Currently, he does not have an option to do this
and he was looking to solve this problem. Tom speaks to the Microsoft Partner, who informs him that he can
attach documents from OneDrive or from his desktop.

Tom decides to test this capability, so he creates a new e-mail and selects the “insert file” icon. He
discovers that he can send a document from the OneDrive for Business cloud storage. He creates an e-mail
and selects the Attach icon (see Figure 2-14). He sees that he can add pictures inline and insert files from
OneDrive, his local desktop, and group mailboxes.
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QOutlook

Inbox All v = F
> Laat week

Power Bl

Getting Started with Power B

& OneDrive - Contoso F N Attachments just got better with OneDrive for Business

When &5 in OneDriv Business. you can insert them in email as new linked attachments. This way
rk on the Latest file at the same time. Iif you haven't upicaded your files to the doud yet you

Figure 2-14. Office 365: Selecting the attachment options for e-mail

Tom selects the first option to see how to add files; he is surprised to see that the Microsoft Partner was
correct. He can add files into a web-based e-mail from the desktop or from OneDrive for Business cloud
storage. He sees that this feature can really save him time!

OneDrive for Business: Overview

Tom reviews the Office 365 features and notices that there is support for OneDrive, Sites, and Yammer. The
Microsoft Partner explains that Office 365 document synchronization is part of OneDrive. OneDrive is a
Microsoft tool that synchronizes documents with Office 365 and all of the user’s desktop or mobile devices.
This allows the user Karen to access work documents on her phone, laptop, or desktop computer. The
Microsoft Partner instructs Tom to access OneDrive from the App menu (the nine-block grid in left-hand
corner) and select the OneDrive menu item (see Figure 2-15) to edit documents in the Office 365 cloud.
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Figure 2-15. Karen'’s personal document storage in OneDrive (tablet view)

Note If this is the first time you are accessing OneDrive, setting up can take a few minutes.

Once the setup is completed, Karen’s private OneDrive for Business cloud storage is built. Karen’s initial
OneDrive for Business storage capacity is set at 1 TB (1,000 GB). Tom thinks of RDCC sales associates who
have a mobile laptop, iPad, and smartphone, and considers that they are located in several different parts of
the world. He realizes that OneDrive for Business storage solves a problem for RDCC by easily maintaining
control of company documents in centralized team storage, without the associated overhead costs. Tom
starts Word 2016 and looks at the account settings (located under File menu) to see the different services that
he can use (see Figure 2-16).
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Figure 2-16. Using Word 2013, selecting files from OneDrive, OneDrive for Business, or Office 365 SharePoint

Tom’s Microsoft Partner informs him that OneDrive for Business is included in the subscription he
plans to use for RDCC, at no additional cost. He realizes that OneDrive for Business combined with web-
based Outlook (OWA) solves a lot of problems for his users.

Tom explores other aspects of using documents in the cloud and discovers that any document that is
uploaded to the cloud can be used in any collaboration. Office 365 has two document storage areas. One
is the personal OneDrive site and the other is the company’s Team Site. The difference between the two
is that the personal OneDrive site is managed by the user (Karen) and the Team Site is managed by the IT
department.

Document Collaboration

The Office 365 OneDrive and Team Site allow Tom to create documents specifically for collaboration. He can
just select the New dropdown menu shown in Figure 2-17, then select the type of document he needs.
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Figure 2-17. Office 365 document creation

Tom can also upload documents from other systems to Office 365 using a drag-and-drop interface. He
discovers that when he uses Windows 8.1 and Windows 10, he can easily drag documents (see Figure 2-18)
to the OneDrive for Business site in the web browser and place those documents in his personal area on
Office 365. Tom also experiments with the Team Site and discovers that he has the same capability there.
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Figure 2-18. Uploading documents to Office 365

Once a document is saved in Tom'’s personal area of Office 365, it could be shared with other members
of the team as needed. Once documents are uploaded, they also can be edited with Office 365 web
applications (Word, Excel, OneNote, PowerPoint) or with the desktop (or mobile) Office Professional Plus
software, which supports PC, Mac, and Android devices).

Tom discovers that Office 365 documents can be shared between designated team members using
the personal shared folder, or externally to users outside the company. Tom experiments with sharing
documents by selecting the ellipses (...) for additional options, and later the Share option in the menu bar.
Tom is surprised to see a preview of the file with an option to allow him to explicitly share the document
(see Figure 2-19).
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Figure 2-19. Sharing documents in Office 365

Once the sharing options are visible, Tom selects Share and enters the necessary information (such as
the user’s e-mail address) to share the directory or the file for collaboration. The files/folders that are shared
show the people icon (see Figure 2-20). The files/folders that are not shared show the lock icon.
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Figure 2-20. Office 365 sharing icons
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Office 365 Delve Configuration

Tom looks at the Office 365 applications that are available (on the nine-block grid), and comes across two
new collaboration applications: Delve and Video. He has been looking into these collaboration applications.
He comes across information from Microsoft (see Figure 2-21) that describes Delve as a visual tool that links
content based on relevancy. Tom has always been fascinated by Facebook and LinkedIn, and the way that
these tools display information to the user based on relevancy. The CIO of RDCC has asked Tom if it made
sense to create a private Facebook site for the RDCC organization, rather than trying to build something
from scratch that would relate information.

Exchange  SharePoint Yammer Lync

o ] B yz L)

D lj Office Delve

Content and signals linked across Office 365

Insights derived with machine learning for proactive and intelligent experiences

Figure 2-21. Delve: linking Office 365 content from multiple sources in one spot (courtesy of Microsoft)

Tom further explores Delve and Yammer and discovers that the Office documents are linked by
relevancy and user permissions. In other words, Office 365 users start searching for documents in
SharePoint, Yammer, or e-mail, and Delve finds the documents that the user is searching. Delve links data
that is linked (Office documents). E-mail, Yammer, and SharePoint can easily be related to the user.

Tom looks at different users in the test account and notices that the data is different in Delve, when using
“Karen B” account login, than when using the “Molly C” account login in the test account (see Figure 2-22).
Delve is about user trending of what is relevant to that user based on the e-mail, OneDrive for Business,
Yammer, and the SharePoint site. Tom thinks about the conversation that he had with his CIO, who was
concerned that a user’s individual data would be made generally available. Tom is pleased to find that data is
isolated and only shown if other users have permissions to see it. Delve could help him deploy the Office 365
OneDrive for Business.
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Figure 2-22. Delve: displaying trending information based on personal need to know

Office 365 Yammer Configuration

Tom has been impressed with the capabilities that he has encountered so far. He sees that Office 365 offers
the opportunity to reduce both operating costs and license costs while rolling out new capabilities to his
users. However, he still has questions. One of his unresolved concerns is compliance issues. For example,
his legal department has asked him to restrict social media access for users in the company. The legal
department feels that too much proprietary information (company confidential information) is being
discussed on external social media sites such as Facebook and Google Plus.

The legal department advises that loss of company information could hurt business growth and
give RDCC competitors advance information on the direction of RDCC products. The Microsoft Partner
suggested that Tom consider the Yammer social media service, which is part of Office 365, as a solution.
Yammer is a service similar to Facebook that is used to handle group interactions in a free-form manner. It
is explained that company information exchanged on Yammer is owned by the company and not licensed
to a third party. Usually, a free service has intellectual property rights assignment that overrides the
confidentiality of the company information.

Tom selects the Yammer login on the Office 365 page (see Figure 2-23) and logs in to it using Karen
Berg'’s Office 365 account. The first thing that he notices (see Figure 2-24) is the interaction of the different
teams and the discussion groups. There were discussion groups for events, HR, and using Yammer itself.
Tom could see that Yammer addresses one of RDCC business objectives: to make the company more
integrated in their internal communications to improve productivity. The productivity gain addressed this
directive and Yammer received full endorsement by the legal department.
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Figure 2-23. Yammer access: Office 365 menu option
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Figure 2-24. Yammer integration for Office 365
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Tom quickly realizes that one of the benefits of Yammer is that the service provides a tool for the group’s
communications that can be kept internal to the company. The problem with traditional social media
solutions is that RDCC'’s proprietary information can be accidentally leaked to the public. Legal informed
Tom that last year, some employees used free social media sites to share information about a project. The
legal department discovered the project discussed in the trade press. Tom was informed about the data leak
of company information at a company senior management meeting. He feels that Yammer will allow RDCC
to control potential data leaks.

Accessing the SharePoint Team Site

The final service that Tom reviews is the Team Site. Tom has a business requirement to create a new
company intranet and to help the company reduce its carbon footprint. He has a secondary objective to
reduce the use of other file-sharing services, enabling the exchange of information with external parties. To
access the Team Site, Tom returns to the main Office 365 page and selects Sites (see Figure 2-25).

Office 365 Outlook

Your apps live here.

Calendar

w e

Word Online Excel Online

Office 365
Store Projects
R ——

Figure 2-25. Selecting the Team Site from the Sites menu

Online Power Bl

OneNote

After selecting Sites, Tom is presented with three choices: accessing the FastTrack (deployment), Contoso
(demo intranet), or Team Site (out-of-the-box configured SharePoint Team Site) (see Figure 2-26). Office 365
supports multiple sites, depending on the configuration of Office 365 services. The Office 365 configurations
that use the free web site hosting are located in Microsoft Azure Cloud. All Office 365 administrators can
link their Office 365 subscription to Azure to host a no-cost WordPress, Drupal, or IIS web site in a shared
environment. Office 365/Azure also allows you to have a dedicated web server and scale the web server to any
size. Dedicated web servers are billed based on the consumption of server resources.
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FastTrack Contoso Team Site

Sites I'm following Suggested sites to follow

Figure 2-26. Sites that are promoted for users

Note FastTrack is optional and it is not configured into all Office 365 accounts. To add FastTrack, you need
to use an E3 or E5 trial, go to deploy.office.com, and select the “Getting started with FastTrack” option.

Office 365 Team Site: “FastTrack”

Tom selects the FastTrack site icon to see the capabilities of the FastTrack site. His FastTrack SharePoint site
has information on how to manage the migration to Office 365. The Microsoft Partner helping Tom manage
Office 365 arranges for Microsoft to deploy the FastTrack content so that Tom can understand the Office 365
migration process and provide the necessary educational material to his end users to speed the transition to
Office 365.

Tom discovers that Office 365 SharePoint sites are easy to use and share. He explores FastTrack and
selects the Video Learning section. The Video Learning section has additional material on the how to use
various features of Office 365. As an example, his users are looking at ways to use SharePoint and OneDrive
for Business and learn how to use these Office 365 services (see Figure 2-28). Tom wants to make the site
available to all users and finds that the best way to do this is to share the site (see Figure 2-29).
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Figure 2-28. Office 365 FastTrack deployment SharePoint site
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Office 365

Theyll alsa get access to the ‘FastTrack” site and the sites that share permissions with it

o | 1 found this site useful. The video learning session contains & lot of information that we can use as we migrate to Office 365

Figure 2-29. Inviting other users to a SharePoint Team site by sharing the site

The Microsoft Partner explains to Tom that the Office 365 account he is using is the Microsoft
Immersion Experience Center (MEC) demo Contoso site, a fully functional SharePoint site complete with
document retention polices, workflows, and other productivity features. The Partner also explains that these
capabilities can be used to improve the operation of RDCC business. Tom selects the Team Site icon and
launches the intranet site (see Figure 2-30).

Note Office 365 default configurations do not include the Contoso demonstration site or the FastTrack site.
KAMIND IT deploys the FastTrack site to all the Office 365 subscriptions that they manage. Please contact your
Microsoft Partner or KAMIND IT if you would like to access this preconfigured demonstration site.

Office 365 Team Site: “Contoso”

The Microsoft Partner explains to Tom that the MEC demo Contoso site is a fully functional SharePoint site
complete with document retention polices, work flows, and other productivity features. The Partner also
explains that these capabilities can be used to improve the operation of RDCC business. Tom selects the
Team Site icon and launches the intranet site.
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Figure 2-30. Office 365 Team Site

Tom looks at the team site and the capabilities that Office 365 has, and then compares this to the
amount of servers they use in RDCC to achieve the same capabilities. He realizes that he can add the
functionality to his Office 365 SharePoint Team Site and reduce his capital and operating costs at RDCC. In
addition to reducing costs (by removing server hardware), Tom realizes that he can assign user permissions,
so that individuals can have access to the different business areas. For example, Karen can access the
sales resources but can have access to HR, IT, operations, and the account team only as each relates to her
business role.

Office 365 Desktop Tools

The only issue that Tom has not reviewed is desktop tools for Office 365. He returns to the Office 365 portal

and installs the client software. He was under the misconception that Office 365 tools only run in the cloud

and that there is no desktop software. He learns that Office 365 is a suite of products—namely, desktop and
cloud services—that are integrated to work together. Tom looks at editing an Excel spreadsheet in the cloud
and discovers that he had the option to edit it in the cloud or on the desktop (see Figure 2-31).
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Figure 2-31. Editing documents with Desktop Office 2016 Professional Plus

While using the “Karen Berg” login account, Tom is able to use the cloud tools on Office 365 and the
desktop office software without being hooked to the Internet. He can work offline on his PC or on his home
Mac (see Figure 2-32). The Microsoft Partner explains that Office 365 allows each user to have up to five
copies of Office desktop software installed under the subscription. Tom thinks about the cost savings from
using subscription services to manage his software assets. He realizes that he would no longer need to
manage serial numbers or manage employees installing software on their own computers. Office 365 allows
Tom to remove the user software subscription when an employee leaves the company and no longer has any
responsibility to remove the software. This is a business liability and huge labor effort that Tom realizes he
no longer needs to manage. Office 365 will significantly reduce his operating costs.

Office 365 My account L o ?

Settings

My account

Personal info Genera

Theme _
Subscriptions Chaoose your favorite theme. Default theme

) Start page
App permissions hange where yo

Instail status

Netification settings aren't available right now

MNotifications

Password
Change your password

Language

ect your languag

Figure 2-32. Selecting Office 365 Settings to install Office Professional Plus desktop software
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Tom remembers a discussion with one of his users on the differences between Office 2007 and 2010.

His comment was that Office is Office; only the menus are different. The 2016 Office 365 is very similar to
Office 2010. The major change is that Office 2016 is “aware” of the cloud, so documents can be saved on
the desktop and synced to Office 365 (using the OneDrive for Business background synchronization tool),
directly to the cloud, or in the user’s local documents directory.

Tom begins the installation process of the Office Professional Plus software (see Figure 2-33). He returns
to the Office 365 portal, selects PC/Mac, and then selects Office software to begin the installation process.
He notices that he can also add Microsoft Project to his plan by purchasing a license. Microsoft Project and
Microsoft CRM are optional software packages that Tom has licensed in Office 365. Tom clicks the Install
button to install the Office Professional Plus software on his desktop. The Office 365 startup screen shows the
different packages available to the users after they log in to Office 365.

Software

Office Office
Project

Visio of Office

This will install the following apps on your computer: Word, Excel, PowerPoint, OneNote, Access, Publisher, Qutlook, Skype for Business, InfoPath,

OneDrive for Business

tools & add-ins

OneDrive
Desktop setup @ - EI Eﬂ @ @ m @ I
Phone & tablet Word Excel PowerPoint OneMote Access Publisher Outlook Skype for  InfoPath re

Business

Language: Version:

English (United States) VI 32-bit (Recommended) Advanced
MNote: Installing additional languages on a computer that already has this version of Office doesn't count against your install limit (3).

Review system requirements

Check out Office 2016 Preview before it's officially released.

By clicking Install, | confirm that | understand that Office 2016 Preview will replace my existing version of Office and that Microsoft doesn’t provide
support for installing or using Office 2016 Preview. Learn more about Office 2016 Preview

Language: Version:

|_E_I:|glléh {United S'.ate‘s] v_l 32-bit (Recommended) Advanced

Visit the Office 2016 Preview Community

| Install |

Figure 2-33. Office desktop software installation
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The Office installation software is streamed (see Figure 2-34). Streaming means that the user can
continue to work while the new software is being delivered from the Microsoft Office servers.

J Office

Word Excel PowerPoint Outlook

EF ©® a B

Installing Office

We'll be done in just a moment.

Figure 2-34. Streaming Office 365

After the Office Professional Plus installation completed, Tom starts Outlook using Karen Berg’s e-mail
address for the demonstration account. He selects a New Profile. The installation process requires Tom to

enter Karen’s e-mail address, name, and password (see Figure 2-35). Outlook discovers the cloud service and
downloads Karen’s e-mail.
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< Back
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Figure 2-35. Outlook startup screen: creating new profile

Tom is off and running with Outlook. He selects Finish (when prompted) and starts Outlook. Karen’s
e-mail downloads to Tom’s client. In desktop Outlook (see Figure 2-36), Tom notices that when he reads
an e-mail, the Office 365 Outlook Web App had the same changes. Then, Tom notices that his actions to
e-mail (read, delete, move) were synced to the cloud. His users have always complained that smartphones
do not update the e-mail status after a message was read or deleted. Tom no longer has to worry about this
issue; all e-mail is synced to the latest activity. He wants to try one other test, so he disconnects his network
connection, creates a new e-mail in Outlook, and sends it. Tom then connects his laptop back into the
network and discovers that the offline e-mail sent to Outlook was updated in the cloud.
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Figure 2-36. Karen's desktop Outlook

This solved a big problem for his users. Tom now had full business e-mail, calendar, and contacts
synchronization, not only to his desktop version of Outlook, but also to his smartphone and iPad. He realizes
that the variety of third-party programs that his users are using to synchronize their contacts and calendars
are no longer needed.

Using Skype for Business

Tom also has a problem with web conferencing. When he installed Office on the desktop, Skype for Business,
the web video conferencing tool, was installed. His users currently use Skype over the public network to
discuss business needs and issues. As Tom explores Skype of Business, he realizes that he can now use it

to talk to external Lync/Skype for Business users, Skype users outside of the company, as well as internal
RDCC employees. Using Skype, conversations (and text in instant messaging windows) can be recorded

(see Figure 2-37). Tom also notices that Skype for Business is an Enterprise voice solution, where both users
can speak at the same time. Skype for Business can also replace a desktop phone and it can be placed on a
user’s mobile devices (laptop, iPad, and smartphone). Tom is pleased to see this, since many new federal
regulations require conversation recording to meet compliance rules.
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Figure 2-37. Skype for Business linking Skype users

Tom looks at how Skype for Business is integrated into Outlook. He can send meeting invites to
all employees from Outlook. Tom also discovers that Skype for Business can support external voice
conferencing, such as InterCall conferencing. This way, Tom can send out meeting requests and have the
meeting as a web conference or as a video conference (see Figure 2-38). Skype for Business allows both sides
to talk at the same time, compared to other services where only one person can talk. The ability for multiple
people to talk simultaneously is important for enterprise business voice. Tom also asks his Microsoft Partner
about Cloud PBX support. Microsoft carries 40% of the world’s voice traffic, and Office 365 can be extended
with the PBX support. Tom is told to find a solution that not only improved collaboration, but also replaces
the existing phone system.
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Figure 2-38. Outlook scheduling a video conference call using Skype for Business

Data Loss Prevention

Tom explores additional features in Office 365. One item he wants to verify is what happens if credit card
information (embedded in e-mails or documents) is e-mailed externally from RDCC. So he e-mails a test
message to an external user, and the e-mail is rejected (not delivered to the external user).

The Microsoft Partner explains that data loss prevention (DLP) is a configured service that is part of
Office 365. This service processes an e-mail message’s content against various rules. One of the rules that
e-mails can be processed against is a personally identifiable information (PII) rule that detects credit card
numbers in e-mail and documents. Microsoft supplies a standard set of DLP template rules, but you can
also have custom DLP templates built. As an example, if RDCC has internal proprietary information, you
can construct a Word template for those documents, as well as an appropriate DLP rule that manages
the information so that it is not e-mailed externally. This way, RDCC has maximum control (as much as
possible) over its external communications to ensure that only appropriate information is delivered. The
Partner shows Tom the available DLP rules (see Figure 2-39), which can be easily added to Office 365.
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Figure 2-39. Office 365 data loss standard rules

Tom thinks about his business requirements and the services that are part of Office 365. When he looks
at the overall costs, Office 365 makes business sense and it reduces his overall expenses. With the different
licensing models, Tom has the flexibility to purchase the services on a monthly invoice, or on a yearly invoice
through a traditional reseller.

Device Configuration

Tom has been having a lot of problems configuring smartphones. The next area Tom looks at is smart-device
support. With everything else that he has experienced, he is not surprised to see that his iPhone is fully
supported by Office 365, as well as Android devices and iPads (see Figure 2-40). Tom accesses the IPhone
software by selecting the gear icon (next to the picture of Karen in the right-hand corner), and then the
Office 365 Settings and the software he wants to download. Office 365 supports the major smartphones. This
resolves one of the other issues that Tom was facing. The VP of sales is an avid iPhone and Mac user. Tom is
relieved that Office 365 supports iPhone, IPad, and the Mac as part of the standard offering.
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Figure 2-40. Selecting the iPhone software to install form Office365

As Tom looks over Office 365, he becomes aware of its different configurations. Office 365 is a cloud-
based service that does discriminate the manufacturer of the user’s device. Tom’s users have iPhones, Macs,
PCs, laptops, and Chrome notebooks. He sees that Office 365 supports all of these devices.

Office 365 and Enterprise Mobility Suite

Tom looks into the security in more detail and realizes that he can use either his on-premises servers’ Active
Directory to manage security, or the Office 365 security groups to grant permissions. As an IT manager, Tom
must have maximum flexibility to restrict information as appropriate for individuals’ roles. The Microsoft
Partner suggests that Tom review Microsoft’s Azure Active Directory integration (see Figure 2-41). Through
the web site at https://myapps.microsoft.com, Tom uses his Office 365 test account to access the portal.
Once logged in, he notices that there are four tabs and a set of applications that correspond to the business
applications in Office 365.
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Figure 2-41. Microsoft application portal (myapps.microsoft.com)

The Microsoft Partner explains that once you enable the Azure Active Directory interface and deploy
the Microsoft Enterprise Mobility Suite, there are additional security features available to the user. For
example (see Figure 2-42), Tom uses LogMeln Rescue for desktop management. The Partner explains that he
can link third-party cloud accounts and give permission to the user to access the account, without giving the
password to individual users. Once Tom configures the password, all he needs to do is grant user access to
the third-party cloud services app.

Microsoft Azure | KAMIND T, Inc

applications  groups approvals profile

& Matthew
-1

Register for
USER ID

Change password

katzer@industries.com ge p: Password Reset

ALTERNATE EMAIL

katzer@iindustries.com .

Additional security
verification

Figure 2-42. Windows Enterprise Mobility Suite self-service portal
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The Enterprise Mobility Suite also provides additional security analytics that can be used to log
information about an account. In Figure 2-43, Enterprise Mobility Suite (EMS) has been enabled to provide a
monitoring function on access to the Office 365 tenant. In this example, Azure audits login to the cloud from
different geographies. This way, Tom can monitor an account that has been breached.

sign ins from multiple geographies
May t multiple u ; .
Sign ins from unkn..,
INTERVAL | Last 30 days » v
Sign ins after multi...
n ins have been t :36 PM.

S s o WL Sign ins have processed up to 5:08:36
Sign ins from IP ad... USER FIRST SIGN IN FROM SECOND SIGN IN FRO... TIME BETWEEN 5L ESTIMATED TRAVEL HOURS
Sign ins from possi...
Imegular sign in ac.. Matthew Katzer .+ ES Bellevwe, Washington, US  04:15:21 14
Users with anomal... Matthew Katzer Tokyo. Tokyo. JP .. ES 00:00:05 18
Audit report Matthew Katzer Madrid, Madrid. ES Tokye. Takye, JP 00:02:50 18
Password reset acti...

Matthew Katzer .« ES Tokyo, Tokyo, JP 00:02:59 18
Password reset reg...

Matthew Katzer Tokyo. Tokye. JP .. ES 000006 18
Self service groups ... kyo. Toky!
RMS usage Matthew Katzer Tokyo, Tokyo, JP . ES 00:00:01 18
Most active RMS u... Matthew Katzer Madrid, Madrid, ES Tokyo, Tokya, IP 00:00:01 18
RMS device usage

Matthew Katzer . ES Tokyo, Tokyo, IP 00:00:02 18
RMS enabled apph...

. Matthew Katzer Bellevue, Washington, US Madrid, Madrid, ES 03:31:27 14

Application usage
Account prov % Matthew Katzer Madrid, Madrid, ES Bellevue, Washington, US  04:35:25 14
Password rollover ... Matthew Katzer Tokyo. Tokyo, JP i 00:00:01 18

Figure 2-43. Azure account management portal

Azure Active Directory is integrated into Office 365. This makes it simpler to have a single sign-on
for RDCC users. When an on-premises server is integrated into Office 365 (using any Active Directory
integration tools), the security objects are also copied into Azure. Tom feels that with this integration
approach, he can manage the user security access using either on-premises services or Office 365. For
example, Tom was thinking of placing the accounting line of the business in a Virtual Windows Azure Server
and integrating that server into Office 365 Active Directory. Tom accesses the self-service portal by looking at
mypass.microsoft.comand logging in to Office 365/Azure with his Office 365 account.

RDCC's long-term strategy is to remove all on-premises servers and move them to the cloud. Tom
feels there is no longer a business need for an on-premises Active Directory server. After looking at Azure
Active Directory integration and virtual server management, Tom recognizes that he may accomplish the
server migration to the cloud as part of the RDCC move to Office 365. This will significantly reduce RDCC's
operating costs. Tom makes a note of this to discuss with the Microsoft Partner after the migration to Office
365 is completed.
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Microsoft Intune

Enterprise Mobility Suite includes both Microsoft Azure Premium and Microsoft Intune. The Microsoft
Partner suggests that Tom look at Intune, so Tom enters the URL (https://account.manage.microsoft.com)
and starts to access the service (see Figure 2-44). The Microsoft Partner remarks that Intune is an integrated
service that uses Office 365 Active Directory to manage desktop and mobile devices.

Mlcrosoft intune Home Company Portal il pru!ﬁf’e:gﬁiﬁ
Apr
21 -

Microsoft Intune

1. Change my password
2. My profile

Figure 2-44. Intune user page at account.manage.microsoft.com

Intune allows an IT department to fully manage users’ mobile devices and desktop devices with
antivirus, policy management, updated management, and hardware and software inventory management.
Intune monitors end-user devices and sends notifications to the administrator when there are issues
associated with the user’s system. Tom looks at the Start screen and proceeds to log in to the company portal
(see Figure 2-45).

KAMIND IT, Inc Matt Katzer

My Devices

D Matt's Phone

Figure 2-45. Microsoft Intune company portal
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The Microsoft Partner explains that Intune is designed for the IT staff to reduce the cost of desktop
management deployment. Intune has a self-service portal that allows users to register their devices (mobile,
laptops, desktop) into the Intune deployment center. This allows IT staff to manage those systems. Intune
also supports custom application deployment for mobile devices. Controlling the deployment of custom
applications is a key benefit for RDCC, because they no longer need to publish the mobile application to the
public cloud.

Tom looks at what Intune can do. He briefly looks at the admin center (see Figure 2-46) to see how
the mobile devices are managed. Tom discovers that he has the ability to remotely wipe the portions of an
employee’s cell phone that contains customers’ information, if the employee leaves the organization.

B Microusit € 2015 Mecreall AN aghts reserved Proviecy 8 okt Feadback Remnete Tasks (2)

Figure 2-46. Intune administration console

Summary

Using a “walk-through” approach has exposed you to the different capabilities of Office 365 from a very
practical point of view of how you use the features. There is much more to Office 365 than we discussed, and
we will cover that information in subsequent chapters. At this point, if you have a trial subscription, you are
ready to try Office 365.

Reference Links

There is a lot of information about Office 365 on the Web, but the issue is finding the right site. The
information contained in this chapter is a combination of our experiences in doing deployments and
knowledge of support information that has been published by third parties.
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Office 365 Learning Center

e http://office.microsoft.com/en-us/office-home-for-office-365-
FX102821134.aspx

Office 365 Cloud Solution Provider Information
e http://www.kamind.com/csp
Adding OneDrive for Business for Office 2010 and 2007
e http://www.microsoft.com/en-US/download/details.aspx?id=39050
Adding FastTrack information to your Office 365 Company
e http://fasttrack.office.com
Update information from Office 365: Migrating and managing your business in the cloud

e http://mattkatzer.com

Next Steps

Your Office 365 systems have been set up and configured. At this point, you understand the features of
Office 365 and you are ready to move forward. However, your work is not yet complete. There is more to do,
depending on your Office 365 configuration. It is recommended that you review Chapters 3, 4, 6, and 7 in
preparation for deployment.

Chapter 3: The Apps. Office 365 is owned by the business, and the data is only available to the business for
business use. Office 365 takes advantage of social enterprise through the different data mining capabilities
that are present in services like Gmail, Dropbox, Facebook, LinkedIn, and other social media sites. Those
capabilities are applied to your Office 365 site to improve your business productivity. This chapter describes
Office 365 apps and discusses how you use them in your business to improve communications and
productivity.

Chapter 4: Cloud Security Best Practices. One of the issues that all managers are faced with is the
management of data and security and learning best practices. In this chapter, you explore the different
capabilities of Office 365 and the monitoring that is in place to manage your Office 365 company to ensure
that your data remains private. This chapter covers the most common approaches to Office 365 migration.

Chapter 6: Workstation Setup and Configuration. Office 365 supports many different systems and
capabilities, depending on your business needs. The issue that IT managers constantly face is how to setup
and manage the client environment. This chapter is focused on the configuration of an Office 365 desktop
environment. This is the go-to reference chapter on the configuration of your desktop and mobile phones.

Chapter 7: Managing Office 365. This chapter describes the different administration centers in Office 365 and
the most common tools that you use to administer Office 365. Depending on your Office 365 plan, there are
five possible administration tools. This chapter focuses on the Office 365, Exchange, and Skype for Business
administration centers. The chapter closes with using PowerShell to manage your Office 365 environment.
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