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End user experience Office 365(E-Mails)

This document is prepared for IT Administrators, Helpdesk and end users who are going to experience various
changes while their/other user’s mailboxes are moving/moved to Office 365 migration.

During Transition

Users or IT Administrators including healpdesk must know the affects on mailboxes which are going to be
observed during the transition period.

Due to following reasons, mail users scheduled for migration shouldn’t use their mailbox during the migration
process.
1) Ata specific stage of migration where user’s mail accounts are converted to mail enabled users, only Mail
Inbox will get updated/synced on cloud, inbound email flow will not be impacted.
2) Outbound emails will not work, If any message will be sent through outlook client or mobile devices it
will remain there in sent items but never deliver or sync. The sent message will be lost.

Post Transition

Users or IT Administrators including healpdesk must also know the affects on mailboxes which are going to be
observed once the mailbox transition to Office 365 is completed.

OWA (Outlook Web Access)

Users can browse their emails in OWA(Outlook Web Access) by following below steps.
1. Users need to visit https://login.microsoftonline.com/ and enter their email address and password to
login.

[ Sign in ta Microsoft Onlin x | - o) (oo 50 [
« €' | 8 Microsoft Corporation [US]| https://login.microsoftonline.com | 2

£ Apps S Bookmarks () www.vrnware.comf... Center for Internet S... () Buy VMware vSphere | @) RVCC Stoneware Po... Citrix "There is no Ci... [ cannot connect ttot. [ VMware KB: Virtual ..

] Office 365

Sign in with your work or school account

stx_test04@stek12vi

‘Pa::wcrd

Keep me signed in

Can't access your account?

Confidentia
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2. Logged in users will see below webpage, they can select Mail, calendar, people or other items as per
requirement.

1
E
0]

[ 0 office 365 x|

<« C' & hitpsy/portal.office.com/Horme <ol = |-
<

£ Apps ¥ Bookmarks [ wanwwmware.coméf. Center for Internet S... (G Buy Vhware vSphers @) RVCC Stonewsre Po...  [B] Citrix “There is no Ci cannot connecttot.. [ Yiware KB: Virtual .. » =

Collaborate with Office Online

OneNote for teachers

Stay organized and track your students”
progress. Help students callab orate with
each other,

Create a OneNate Class Notebook

3. Once a user clicks on the mail icon, user will be redirected to language and home time zone page.

et [«

aa Outlaok x ¥ —
[ C' | @ httpsi//outlock.office365.com/ovaflanguageselection.aspx?ll-cc=1033&url = fowa/Trealm 9 3dstk 1 20 % 26 exsvur $53d 1 %261 -cc%3d1033%26modur| %63d0
i hpps ok Bookmarks (BB wwmirware.comdf.. CenterforInternet 3. ([ ) Buy VhMware uSphere @) RVCC Stoneware Po...  [B) Citrix "There isno Ci.. B connot connecttot.. [ Yidware KB: Virtual ..

@ Outlook

| English (United States) M

[ Select time zone

(3 Save

4. Once you click on the save emails will appear like below mentioned web page.

/i Mail - sbc_test05 - Outloo)

« C @ hitps/foutiook.office365.com/owa 7red m=stek ] 2ui#path=/mail
pps % Bookmarks ([ wwnvruare comm ., Center forTnternet S, (@ Buy VMware vSphere @ RVGC Stoneware Po.,  [B] Citrix "There is no Ci.. cannot connecttot., ([ Wiviware KB: Virtual ., »

Office 365

@ New INBOX Conversations by Date

All Unread Tome Flagged
S Search Wil and People

Tuesday
~ Folders st test0l
Test Email after canverting the account ta MEU Tue a:35p
Inbox 5 Test Email after converting the account ta MEU From: s..
Sent Iterns st testo]
Drafts Test Email after Mailboxes are synced. Tue 413p
Test Email after Mailboxes are synced. From: Wik Suryan.
Mare >
st_test01
Test Emall during migration Tue 4160 Select an item ta read
Test Emall during migration From: Uik Suryan (OculusTT..
~ Groups New Click here to always select the first item when you sign in

(RN ERR T [

Confidentia
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Outlook Client

Users will not able to send or receive emails on their Outlook client and mobile devices.

In order to restore the email services, users must follow the below mentioned steps.

1. You'll want to ensure that Outlook is updated with the required and recommended updates. Users should
visit OWA Office 365 settings to setup their desktops which have Office 2010 or Office 1007 installed.
Login to OWA and click on Office 365 Settings Gearwheel icon on top right of the screen to see the drop

down menu.

Office 365 Outlock

@ New INBOX
0 e . All Unread Tome
~ Folders

Inbox 5

Sent Items

Drafts

More >
~ Groups

Microsoft Outlook
M tch Bfourni

+ Create group

fournie_fixed01 has complet  Mon 03/08
h Bfournie_fixed01 has completed suc...

& C || i Mail - 0365admin - Outlook

Conversations by Date v

Office 365 settings
Flagged

Mail settings
Refresh
Automatic replies
Display settings
Manage apps

Offline settings

Change theme

Options

Feedback

2. Click on Install and manage Software

General

Theme
Choose your favorite theme.

Start page

Change where you land when you sign in

MNaotifications
Decide which notifications you need,

Software

Install and manage software,

Password
Change your password

Contact preferences
Manage how and why you are contacted,

1200 Route 22 East ® Su
info

. Default theme

Set your start page

Expiring in 5 days.
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3. Click on Desktop Setup and select Setup

Office 365

G]

Software
Office Set up your desktop applications to work with Office 365

Tools & add-ins
If Y] have Office 2010 or Office 2007 installed on yo
version of Office.

alread (IS click Set up. You den't need to do this if you've installed the latest

Skype for Business
OneDrive Follow the instructions below and when you're done, you can:
= Use Outlook and Office 365 together for email and more

Desktop setup

Phone & tablet

= Save Office documents to OneDrive

Learn more | Review system requirements
Setup
a 1
e - Tnbox - st test05@sttj.kl 2. - Outlook 2 ®E - & |
I HOME | NewTab  SEND/RECENE  FOLDER  VIEW |
= "_"j B Ignore x :,‘ fﬁ:’l L:" F2Meeting  [Y7 Move to: 7 &3 To Manager Y @ [ | Search People
G20 X Clesn Up~ L(' € > . = Team Email v Done > n [E5 Address Book
New N Delete  Reply Reply Forward o ~| Move Rules OneNote Unread, Categorize Follow
Email Ttems~ | & Junk - o FiMore- 5@ Reply &Delete ¥ Create New b [ - ! Y Filter Email -
New Delete Respond Quick Steps 5 Move Tags Find
4 Favorites Search Current Mailbox .. O | Current Mailbox_+ €2 Reply 2 Reply All €3 Forward G5 1M a August 2015 b
Inbox Al Unread ByDate ©  Newest | Wed D5/12/2015 &:47 PM SU MO TU WE TH FR SA
Sent Items 4 Yesterday Callwood, Tracy E % 7 B 18 30 3 1
Finger-Punch Registration Next Tuesday and Wednesday - For New Hires,
Deleted ltems g g y y 3 234 56 7 8
Callwood, Tracy E ! Recently Prometed, Transferred Employees!
Finger-Punch Regisiratio... \Wed 4:51 PM . 9101 e s
Greetings STH Family! If ° 1617 1818 20 21 2
4 stt]_test05S@stt].k12.vi @ This message was sent with High importance. ~
Inbox VIDE Administrator [t} B ow s s T Bn
E-waste Mass Email Wed 4:04 Ph = 03 1 23 45
Diaf Please be aduise that we . ol
— Greetings STTJ Family!

Deleted Items.

stx_test08
FEAISPAM [BULK] ., Wed 2:21 PM

If you fall in one of the following categories, we need to

kB Sent Item check for ) o
Outbox see you at Headquarters on either Tuesday, August 18
RSS Feeds 2L OR Wednesday, August 19, 2015

Search Folders VIDE Administrator ] for finger-punch registration in TimeForce:

DOE - Office Closures An...
OFFICE CLOSURES

Mon 8:25 PM

Callwood, Tracy E ]
Get Ready for the st Tho...  Mon 340 P
Greetings STTI VIDE Team

bt

Mon 11:40

Callwood, Tracy E.
Countdown to the HRAD...
Greetings STT) VIDE! The

Callwood, Tracy E.
Testing.
This is

Mon 10:08 AM

4 Last Week A

e Newly Hired
¢ Received Recent Promotion
* Transferred to a NEW Location
o Never Registered in TimeForce

Arrive between the hours of 10:00am — 3:00pm!

‘Where: Human Resources Office, Downtown!

Confidential
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5. Open Control Panel

H@ v Control Panel » All Control Panel tems »

Adjust your computer’s settings

P Action Center i) Administrative Tools (g AutoPlay » Backup and Restore
ntl Color Management Credential Manager @ Date and Time e Default Programs

@5 Desktop Gadgets & Device Manager @ Devices and Printers B Display

Flash Player (32-bit) Folder Options JA Fonts m Free Fall Data Protection
QQ HomeGroup 8 Indexing Options Intel(R) Graphics and Media Internet Options

&2 Keyboard Location and Other Sensors IQ Mail (Microsoft Qutlook 2013) F Mouse

3 Motification Area lcons B Performance Information and Tools Personal o (Microsoft Outluc;k 2013) Phone and Modem
m Programs and Features @ QuickTime (32-bit) ‘9 Recover| Microsoft Outlook Profiles \;_0 Region and Language
4 Sound é Speech Recognition @ Sync Center 184 Systemn
Troubleshooting H, User Accounts Windows CardSpace Il Windows Defender
ﬁ Windows Mobility Center @’ Windows Update

6. Open Mail and click on “Show Profiles”.

E-mail Accounts

E-mail Accounts...

t.”:j Setup e-mail accounts and directories.

Data Files

4, Change settings for the files Cutlook uses to DataFilese
store e-mail messages and documents.

Profiles

Setup multiple profiles of e-mail accounts an Show Profil
Q data files. Typically, you only need one. [ oW Frotiies... ]

Close

Confidential
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7. Select existing Outlook Profile and click Remove, it will remove the existing profile.

FIEN W

General
|
@ The following profiles are set up on this computer:
. S
Y
e
|
Add... - Remove Properties | | COpy.. |
When starting Microsoft OQutlook, use this profile:
@ Prompt for a profile to be used
() Always use this profile
Cutlook -
OK Cancel | | Apply
Confidential
Page 7
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8. Click Add to add new profile.

e I W

General
|
@ The following profiles are set up on this computer:
. S
Y
e
|
Add... | l[h Femove | | Properties | | COpy.. |
When starting Microsoft OQutlook, use this profile:
@ Prompt for a profile to be used
() Always use this profile
Cutlook -
OK Cancel | | Apply
Confidential
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9. Enter the new profile name and click OK, it could be anything; example — your name or any word you

wish.

[ LA Mail

E .

General

@ The following profiles are set up on this computer:

d,il Create Mew Profile

O

Profile Mame:

Cancel

Dutlnnh:l

@ Prompt for a profile to be used

() Always use this profile

When starting Microsoft Qutlook, use this profile:

| Outlook

| ok || Ccaneel

|| Apply

Confidential
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10. It should automatically pick up your username and Email address, you just need to enter your password.
If required modify the values as per requirement and click next.

ETTT s 5

Auto Account Setup
Cutlook can automatically configure many email accounts. 1

@ E-mail Account

Your Mame: (lEITJ Test Account 5| |>

mple: ellen ms

E-mail Address: @ttj_testﬂﬁ@sttj.ldj.vi D

Example: ellen@contoso.com

Password: ERER A

Retype Passwor |**""**”

() Manual setup or additional server types

<gack ([ medt> || cancel

Confidential
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11. Outlook Client will search for your mail server settings.

Searching for your mail server settings...

Configuring

Cutlook is completing the setup for your account. This might take several minutes.
"  Establishing network connection
=3  Searching for Sttj_test05@sttj.k12.vi settings
Logging on to the mail server

I < Back I| Next > |[ Cancel

Confidential
1200 Route 22 East e Suite 2000 * Bridgewater ¢ New Jersey 08807 o Tel: (844) 40CULUS
info@OculusIT.com e http://www.OculusIT.com

Page 11



OculuslT (VIDE) — End user experience Office 365

12. You will be congratulated once your email account is successfully configured. Click Finish and open

NOTE -
Migrated users will not able to share free/busy and calendar information with on-premise Exchange 2007

users and vice versa.

Migrated users will not be able to manage Distribution Groups through OWA\Outlook Client until
migration of Distribution Groups is completed after decommissioning of on-premise Exchange
Organization environment.

Android

(Tested with version 5.1.1)

Outlook to see your mailbox items getting updated. If configuration doesn’t complete successfully, please
contact helpdesk.

LT S )

Congratulations!

Configuring

Outlook is completing the setup for your account. This might take several minutes.
v Establishing network connection
" Searching for Sttj_test05@sttj.k12.vi settings
W Logging on to the mail server

Congratulations! Your email account was successfully configured and is ready to use.

[7] change account settings [ Add another account.., ]

< Back [ Finish ][:Cancel ]

No changes are required on Android phones. Automatic switch over should work.

Confidential
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IPHONE

(All versions)

IPHONE users need to remove the mail account and re-add that again. Below steps can be followed to remove
and re-add an email account in IPHONE.

1. Once your mail account is migrated to Office 365, you will see below error on your Iphone device.

Cannot Get Mail

The connection to the server failed.

Confidential
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2. Go to Settings and Select Mail Contacts, Calendars.

00000 ajrtel F 10:06 pm @ 7 @ % 14% L _»4

Settings

"\ iCloud

peesh@peeshvc.com

@) iTunes & App Store

0

Mail, Contacts, Calendars

Notes
Reminders
Ny Phone
\d Messages
e FaceTime
% Maps
s Compass

Confidential
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3. Select VIDE Email Account, in below example it is Exchange.

00000 ajrtel F 10:06 pm @ 7 @ % 14% L _»4

{ Settings Mail, Contacts, Calendars

ACCOUNTS

iCloud

Mail, Contacts, Calendars and 8 more...

PVC

Mail, Contacts, Calendars, Reminders, Notes

Exchange
Mail, Contacts, Calendars, Reminders

Add Account

Fetch New Data Push
MAIL
Preview 2 Lines

Show To/Cc Label

Swine Ontinns

Confidential
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4. Scroll down to the bottom of screen and select Delete Account to delete.

00000 airtel T 10:06 pm @ 7 @ 3 14% [+

£ Mail... Exchange

TS S e T T T YOO RS S SRR ETY TE=E VT -

.
olelele

* Reminders

Mail Days to Sync 1 Week

Automatic Reply Loading...

Delete Account

Confidential
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5. Select Delete from my IPHONE

Deleting this account will remove its
calendars, reminders and contacts from your
iPhone.

[Delete from My iPhone]

Cancel

Confidential
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6. Re-add the account by clicking on Add Account.

®e000 ajrtel F 10:07 pm @ 9 @ % 14% L4

{ Settings Mail, Contacts, Calendars

ACCOUNTS

iCloud

Mail, Contacts, Calendars and 8 more...

PVC

Mail, Contacts, Calendars, Reminders, Notes

Add Account

Fetch New Data Push
MAIL
Preview 2 Lines

Show To/Cc Label
Swipe Options

Flag Style Color

Confidentia
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7. Select Exchange.

®8000 girtel F 10:07 pm @ 7 @ 4% 4

{ Mail...  Add Account

DiCloud
@5 Exchange

Google

YAHOO!
Aol.
B Outlook.com

Other

Confidentia
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8. Enter your email address and Password and select Next.

ee000 ajrtel F 10:08 pm @ 7 @ 3} 14% L _»4

Cancel Exchange Next

Email sttj_test05@sttj.k12.vi
Password eeeeeeee

Description Exchange

Exchange Device ID

AppIC39LQWAKFNJK

QWERTYUI OP

N W S W ) W W W ) S

(I NS N S ) S N S NE—

2123 space return

Confidentia
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9. Your account will be verified, it may take couple of seconds.

®0000 airtel F 10:08 pm @ <7 @ } 4% 4

*. Verifying

Email sttj_test05@sttj.k12.vi
Password eeeeeecee

Description Exchange

Exchange Device ID

AppIC39LQWAKFNJK

Confidential
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10. Once the verification succeeds, below screen will appear. Click Save. If you receive any error in place of
this screen, please contact Helpdesk.

®e000 ajrtel F 10:08 pm @ 7 @ } 14% 4

Cancel Exchange Save

Mail

’j Contacts

A
gl Calendars

: Reminders

olelelele

Notes

Confidential
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11. When you open Emails, you will also see your VIDE account.

®e000 airtel F 10:09pm = @& 7 @ R L_»4

Mailboxes Edit
-3 PVC 2
A iCloud 15
7 Exchange 1
£ All Inboxes 18
Flagged
ACCOUNTS
£ PVC 2
®» iCloud 15
E Exchange 1
Updated at 9:52 pm |:/|‘
Confidential
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Windows Phone

(All versions)
Windows Phone users will have to remove and re-add the email account. Below steps can be followed to remove
and re-add an email account in Windows Phone.

1. Go to Settings and select Email+Accounts

I R = E 1 23:23

SETTINGS

system

start+theme

bright green

ringtones+sounds

On the Bridge

email+accounts

lock screen

screen timeout: 1T minute

notifications+actions

manage action centre

WiFi

CampusEAI Consortium -1-2, WiFi Sense turned on

flight mode

turned off

Bluetooth

turned on

&~

Confidential
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2. Tap on your VIDE account and hold you finger for few seconds, it will pop up sync and delete options.
Select Delete.

U R = mEh 23:24

SETTINGS

email+accounts

(® add an account

e Microsoft account

&M Google

@8 Stij

sttj_testO5@sttj.k12.vi
Not up to date

sync

delete

Confidential
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3. Once the account is deleted, Select add an account.

U R = mEh 23:24

SETTINGS

email+accounts

(® add an account

set up email, contacts and othery

@ Microsoft account

omerta002@outlook.com

&M Google

sourav.chowdhary@gmail.com

Confidential
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4. Select Exchange.

I =
ADD AN ACCOUNT

@8 Exchange

Exchange, Office 365

B% Outlook.com

Outlook.com, Live.com, Hotmail.com, MSN

@ Nokia account

Set up your Nokia account
&! Yahoo! Mail
&M Google

M iCloud

g3 IBM Notes Traveler

W Twitter

™ inkedin
e
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5. Enter your email address and Password and select Sign in.

I I = | mE T 23:26

EXCHANGE

Email address

sttj_testO5@sttj.k12.vi

Password

[ | Show password

Your sign-in information will be saved and
may be used to automatically sync docs and
information with your company's servers.

If you're adding a business Exchange account,
your network administrator will be able to
remotely delete your content and settings
from your phone.

Confidential
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6. It will take a while to display below screen which says Account Added, Select Done.
If you get any error, please contact Helpdesk.

U = | mEh 23:27

ACCOUNT ADDED

Here's what we've set up on your phone.

Outlook

email, calendar, contacts

SharePoint

OneDirive for Business

Confidential
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7. You will see your account is added under email+accounts, you may go to your home screen to see VIDE
Emails Icon.

I = Eh 23:27

SETTINGS

email+accounts

(® add an account

set up email, contacts and others

Microsoft account

omerta002 @outlook.com

Google

sourav.chowdhary@gmail.com

Sttj

sttj_test05@sttj.k12.vi

***End of Document***
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