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Overview

Welcome to Office 365. Microsoft is transitioning your email from the dBilexsiness Productivity

Online Suite (BPOS) to Office 365. All information and data that you have on BPOS is being migrated to
Office 365.This documentiescribeghe changeyou arerequired tomake toconfigureyour new Office

365 site after Ncrosoft Online Services has completegbur datamigration Whenyou are rar to

completion you are notified of @ NJ y & A (.A HehécanRduidelyou are ready for Transition?

You receive a transition email (Figure 1).

Mu:msnfl

Your transition date has been scheduled Ofﬁce 365

Are you the only person that should receive this update? Please forward this email to others in your
organization that will be assisting with the transition process.

Microsoft Online Services has scheduled the transition of your

subscription on the following date: Sownioad

Transition Checklist »

Company name My Company
Company domain  mycompany.microsoftonline.com
Transition date  11/17/2011

Mote that it will take on average 48 hours to complete the transition. You will be able to use your
service during the transition timeframe, but no additional account modifications can be made.

Password change is required

Before you transition, all account administrators and end users must change their password in BPOS.
This will send the user name and changed password to Office 365 or your applicable service. Not
changing passwords before transition will result in users not being able to sign in to Office 365
without additional steps.

Get ready to transition
Az an administrator, you must complete specific steps prior to the transition process, If you have not
completed the requirements, you must follow the steps below immediately.

Review the list below and download the administrator checklist for an overview of required tasks you
must complete,

Figurel MS Transition Notification Email

Once you receivéhe Transitionemail, verifythe credentials aportal.microsoftonline.com(Figure 2). If
you can sig#in, then you haveither been transitioed, or you are in transition Allthat is left to do is
to configureyour Domain Name Servi€BNS, configureLYNGnd Client desktop changes

When you receive transition notice instruct all use

to change passwords at home.microsoftonline.co
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The one conam that all users have is the email flow while you ar&ransition Mode In Transition
Mode email flows to the existing BPOS suitith a background replication to Office 368&nce you
change the email records, then all mail will flow through Officg. 36

= m
€ Welcome to Microsoft Online Services - Windows Internet Ex prov by KAMIND Associates, Inc. - [InPrivate] LEJM
‘_‘m—, ——— _ _ T ‘
\) s m.‘ https://login.microsoftonline.com/logi v % Microsoft Corporation [US] | /4 2o

e == — L= — ==
¢ Favorites | 5 [©) Suggested Sites v 2| Upgrade Your Browser v
¥, Welcome to Microsoft Online Services 5 v B v ) @ v Pagev Safetyv Toolsv @~ i I
x| Ml(loscf'r - g
£0.0ffice 365 e
I ‘t ? . . [l
I new customer sign in I
I
« Access email and calendars from mobile devices I
' - Create Websites to share documents, contacts, and tasks X : X
I = Work with Office documents from virtually anywhere with a browser MiejosotEOnIETESeVicesID:
Learn more
Password:
Forgot your password?
[¥] Remember me
[T Keep me signed in
, ‘
|
©2011 Microsoft Corporation | Legal | Privacy Community | Feedback

|

|

I Done € Internet | Protected Mode: On v R10% ~

Figure2 Office 365 Sigin: portal.microsoftonline.com

To start: gyn into Office 36%t http://portal.microsoftonline.comwith your adminaccount. The admin

I 002 dzy (i domadn¥.migr@eftonline.com will not work unless there is a BPOS licensed assigned
to it. The hard worthasbeencompletedby Microsoftwhen you received a transition emégHigure 1)

The changes that you need to make are WS changes to improve clteaccess, and uninstalling BPOS
from the clients. This transition guide was put together to assist you in making the changes to Office
365. Follow the steps outline below

Step 1. Software Upgrades

Step 2. ConfigureDomain Name Service (DNS)

Step 3. Verification of Data in ffice 365

Step 4.  Adding Local Autodiscover record (required if you have an on premise exchange server)
Step 5:  ConfigureLYNC

Step 6:  SetyourLicense Advisor

OnceKAMIND (Step) receivesthe notification that you have completed the license assignmeve
will send you the client configuration guide for Office 365. This atenfiguration guide provides

KAMIND_Office_365_BPOS_Transitioatup Guide v7 Page3
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information on how to setup Office 365 on your client PC or laptop. Follow the steps outlined below to
setup Office 365.

Step 1: Software Upgrades

To work with Office 365, you need to upgrade your Microsoft office software to Office2007 or later, and
you must run internet explorer version 7 or latemd you will need to uninstaldffice Communicator

2007. Please see the office transition guide for agohal information. The minimum software that

must be upgraded are listed below;

1 Internet Explorer version 7 or later
9 Office 2007 or later

Step 2: Have users change all passwords
Have your user changemsswords ahome.microsoftonline.com If your users do not know the
passwords, have the administrator reset the password for them.

Step 3: Configure Domain Name Service (DNS)
YourDomain Name Servig®N3g must be edited Toget the information thatyouwill need to alter
your DNS recordsogjin to Office 365 and select the Admin tahena St B20Yal AdKiguie 3.

Mic_msoft‘_ Home Qutlook Team Site | Admin  Partner
Online Services

KAMIND

Admin Overview Admin shortcuts

Reset user passwords

L}
Setup = Add new users
Overview = Assign user licenses
Custom Plan = Create a service request

Management

Microsoft Office 365

Users
Exchange Online

Security Group
Damains Outlook settings and protection.
Manage

Subscriptions

Lync Online

Manage Instant messaging with audio and video and online meetings.

Licenses Manage

e SharePoint Online
Support Team sites, public facing website, collaboration sites and search.
) Manage

Overview

Service Requests Microsoft Office Deskiop Apps

Service Health Get the most out of your Office desktop applications when you connect them to Office 365.

Planned Maintenance Read: Deploy Microsoft Office Professional Plus | Read: Deploy Office 365 applications and
updates

Figure3 Selecting Domais to Edit

KAMIND_Office_365_BPOS_Transitioatup Guide v7 Page4
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ForeachDomain:

1. Select the Domain (Figure 3)

/| £t A01 a5b{ {PGilGAy3ITa¢e¢ o6CAITdz2NB n

3. Log into the Web Company that isosting your Domain information and changéait
correspondo Figure 5.

4. Be sure to set th€ YNGSIP records on any domains that will U3NC

5. Depending upon the services that you are supporting you may neddl&e the older DNS
records.

6. Do not move MX records until the Office 365 data has been verified (see Step 2)

n

Mic.ms':’fr. Home Outlook Team Site | Admin Partner
Online Services

KAMIND D om al ns
Admin Overview

Your Microsoft Online Services account comes with a domain name—contoso.onmi|
Setun already, you can use that domain name with Microsoft Online Services services too.
Overview If you don't already own a domain name, you can purchase one from a domain reg
Custom Plan Services. How to purchase a domain
Management

Add a domain | Vie

Users
Secu"ty e
Domains
® getoffice365now.com Active
Subscriptions
Manage getoffice365now.net Active
Licenses ©  getoffice365now.org Pending verification
Purchase
@  kamind.biz Active
innnrt

Figure4 Selecting the Domain

You need to make two DNS changes, the domain intent, and changes to the external DNS. Select the
Domain Intent, and configure the Domain intent. The default domain intent should be set to exchange
andLync After you make this change, then select DNBrigg, and configure the external DNS.

KAMIND_Office_365_BPOS_Transitioatup Guide v7 Pageb
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Mic.rosc’&'. Home Outlook Team Site | Admin Partner
Online Services

KAMIND Domain properties DNS settings @

Admin Overview Domain properties for getoffice365now.net

Setup Domain name:  getoffice365now.net

Overview = Domain type: Partially redelegated: Microsoft Online Services does not manage DNS records for a partially r

Custom Plan services or to create custom DMS records, you must make changes on your DNS hosting provi
Microsoft Online Services services, click the DNS settings tab.

Management Troubleshooting

Users

Security Groups If you are having issues with redelegating this domain or need to complete the steps for configuring your dom:

Domains

Troubleshoot domain

Subscriptions

Manage Domain intent
Licenses
Purchase The following lists the services that you'll use with this domain. To make changes, click Edit domain intent.
Support Exchange Online Yes
Overview Lync Online Yes
/ / w

Service Requests Sharepoint Online No

Service Health

Figure5 GettingDomainDNS Settings

DNS records for getoffice365now.net

To use this domain with Microsoft Online Services, you must add the following records to your registrar's DMS managerment
system. Learn maore

Exchange Online

These DNS records will enable Exchange Online to handle email for your dormain, Note: If you are deploying cloud-based
mailboxes to supplement an existing on-premises messaging system, you may want to have a shared address space. Learn more
about shared namespaces.

Type Priority Host name Points to address TTL
[R5 I @ getofficedfinow-netmail.eo.outlook . cam 1 Hour
CHAME = autodiscover autodiscover.outlook.com 1 Hour
Type THT Marme THT Walue TTL

TET i} w=spflincludeoutiook.corm ~all 1 Hour

Microsoft Lync Online

Create these DMS records to configure your domain to use Microsoft Lync Online for instant messaging.

Type Service Protocol Port Weight Priority TTL Marne Target
SR _sip _tls 443 1 100 1Haour getoffice3fSnownet sipdiraonline lynecam
SRV _sipfederationtls _tep a0a1 1 100 1Haour getofficedf Snownet sipfed.online. lync.com

Mext Cancel

Figure6 Complete Domain Bcords
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Log in to the Web Company that is hosting your Domain information ampeh&ato correspond to
Figure 6 Dependingupon the serviceshat you are supportingou may need to delete the older DNS
records.

DO NOT MOVBVIX (mail) RECORDS UNTIL YO
HAVE VERIFIED THAT MAIL IS IN OFFICE 3

SeeStep 2

At this time, the administrator will send out a welcome email to users that the Transition to Office 365 is
about to happen. You need to inform users that the new web mail address is
http://portal.microsoftonline.com The users will use their existing user name and password. Old mail
will still flow into the BPOS, until yathangethe mail records (MX) to Office 365. Verify Office 365 data
has been transition.

KAMIND_Office_365_BPOS_Transitioatup Guide v7 Page7
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Step 4: Verification of Office 365 Transition Status with Outlook
Before you move the MX records, you need to logihttp://portal.microsoftonline.com (see kgure 7).

7 Microsafe Home Outlook ) _\/'att Katzer
£a.Office 365 profile | Sign out
Mov e
Start here
1. Get an overview of Office 365, Watch the user tour ye)
2. Learn the basics. Read the Quick start guide
Outlook Resources
Read email and access your Outlock calendar, contacts, and tasks. How to import your contacts
Inbox | Calendar | Options )
Setting up email on mobile
= phones
ync Downloads
Use Lync for instant messaging, audio and video calling, and online meetings.
Install Lync 2010
Community

SharePoint Online

Setting up SharePoint Online... this may take a few minutes

Ask a question in the forums
Check out our blog

Participate in the community

Figure7 Transition Admin site for Office 365

Verify that Office 365 data has transition, by clickingloK S & 2 dzii f 2 2 | €.) IbthizSiie & gt
ready, you will see the screeAdure 8) If the site is not ready, yowill need to waituntil you see a
valid email Eigure 9 displayedn your web browser

@ A mailbox couldn't be found for Matt.Katzer@traintools.com. If the problem continues, contact your helpdesk.

E3 Copy error details to clipboard
¥ Show details

Figure8 Transition still in process

Figure shows what an email transition completion looks like. Until ge@ a screen similar to Figure 9
do not move you email recordsyour transition is still in piaess.

KAMIND_Office_365_BPOS_Transitioatup Guide v7 Page8
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Qdﬁ'ﬁ::ce 365 Home OQutlook Team Site sign out | Matt Katzer ®
Mail > Inbox 9818 ltems W Find Someone Options (7]
4 Favorites Move - Filter = Wiew - =

[5) Inbox [9818]
I.:-J Sent ltermns

&l Deleted Items (37524 Cenversstions by Dete = Newest o
[3 20110630_IAMCP (1

ilbox P ¥

(]

4| Order confirmation: Thank you for your purchase

4 Matt Katzer Microsoft Online Services Team 10:50 AM
3 Inbox [9818] J) 1GT - Virus Report 0 0w
(A Drafts[122] support@messaging.microsoft.com 10:49 AM
[& sentItems . .
= oentitem 1 [1] new job on LinkedIn

&l Deleted Items (37524

AD FS User group Group Members 10:49 AM
@ Conversation History <l Are You Prepared for the Challenges That Come Along With Data Growth
L@ Junk E-Mail [3] CRM Whitepapers 10:41 AM
> 3 KAMIND Cor|
. p . =1 IGT - Email Traffic 2
d Mail support@messaging.microsoft.com 10:40 AM
ﬁ calendar = [6] new discussions, [1] new comment and [2] new jobs on LinkedIn
o Microsoft Dynamics Partner Community Group Members 10:38 AM
s—E:I Contacts =1 4 Things Your Storage Solution Must Do in 2011
Q Tasks Data Storage eSeminar 10:37 AM

Figure9 Valid Office 365 data in Outlook web Application

Once you see themail inoutlook (Fgure9), you are now ready to change the MX records and have
them point to Office 365. Follow the nestep to complete the process.

Step 5: Adding Local autodiscover DNS record
After you add the external autodiscover DNS record, you also need to add the internal autodisocver DNS
records. This is required for the outlook 2007 and 2010 clients to distwv&ffice 365server.

_;_ DMS Manager

File § Action § Yiew Help

yEEEEEE EE D EE

E., DS Mame = | Tvpe | Data | Tirmeskar
= _5] KAMINDMGMTYZ ﬂ(same as parent folder) Skark of Autharity (5087 [2], kamindrmgmky2 kamind....  skatic
B = quward Lookup Zanes §—| (same as parent Folder) Mame Server (M3) karnindmgrmty 2, kamind. com, skatic
;%7 kamind.com ] (same as parent folder) Marne Server (N3 kamindrnsgwz. kamind, comn, skatic

e karnind.net ﬂautodiscnver Alias (CMAME) autodiscover outlook, com, skatic

| Eeverse Lookup Zones
| Conditional Forwarders
Global Logs

Figurel0 Adding local Autodiscover Record

|

In figure 10, the autodiscover record was added to dlenainkamind.net,sincethis is arexternal
office 365 domain. When a new PC is added to the on premigg@mment, and uses the kamind.net
domain email address, the outlook client will query the DNS serveéhémutodiscovery recordThis
handles the auto configuration of the outlook client for the administrator

KAMIND_Office_365_BPOS_Transitioatup Guide v7 Page9
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Step 6: Configure Lync

Whenthe Office 365 site is creatddyNGs ready to operate for youintranet. As an administrator you
need to deciddf you want to federate the domajrand allow a public IMLYNCederation allows you
to communicate to external users asdetheir preserce.

Microsoft Home Outlook Team Site | Admin
Crline Services

KAMIND

Admin Overview Admin shortcuts

= Reset user passwords
Setup = Add new users
Overview m Assign user licenses
Custom Plan = (Create a service request
Management -
e Microsoft Office 365
Security Groups Exchange Online
Domains Outlook settings and protection.
Manage
Subscriptions
Subscriptions Lync Online

Manage Instant messaging wit audio and video and online meetings.
Licenses Manage
Purchase

SharePoint Online

Figurel1l Admin screerg ManageLYNC

Login to Office 365 as an Adnffigurell) and under theLYN@®n Line, slectManage In this step we
are configurind_YNGor Domain Ederation and public IM Federation allowkYNQisersto
communicatewith other Office 365 customei@d non Office365 email addresses that support
Microsoft federation services.

Microsoft
Online Services

Lync Online Control Panel

Overview Domain federation Public IM User information
Current settingsﬂ ﬁ
Domain federation: Enabled

Public IM connectivity: Enabled

Dial-in conferencing

Dial-in conferencing provides a way for users to join the audio portion of a conference from a
telephone. To enable dial-in conferencing, first contract with a Lync Online partner, who can
act as your audio conferencing provider. Then use this tool to configure your users for dial-in
conferencing.

Manage | Learn more

Figurel2 LYNGOnline Control Ranel

Slect theDomainFederation and thePublic IMtabsand enablethese servicegFigure 2). Figurel3
shows the option for Domainelderation with thevarious options for external users.

KAMIND_Office_365_BPOS_Transitioatup Guide v7 PagelO
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Choose the domain federation setting for all users

@ Allow federation with all domains except those [ block
© Block federation with all domains except those I allow
© Disable federation

Figurel3 EnablingLYN@Momain ederation

When you federate, you federate with all Microsoft Windows ldeeairs (seeFgure 13.

br.live.com live.co.kr live.ie

hotmail.ch live.co.uk live.in
hotmail.co.il live.co.za live.it
hotmail.co.Jp live.com live.jp
hotmail.co.th live.com.ar live.nl
hotmail.co.uk live.com.au live.no
hotmail.com live.com.co live.ph
hotmail.com.ar live.com.mx live.ru
hotmail.com.tr live.com.my live.se
hotmail.es live.com.pe livemnail.com.br
hotmail.de live.com.ph livernail.tw
hotmail fr live.com.pk messengeruser.com
hotmail.it live.com.pt msn.com

live.at live.com.sg passport.com
live.be live.com.ve sympatico.ca
live.ca live.de tw.live.com
live.cl live.dk webtv.net

live.cn live.fr windowslive.com
live.co.in live.hk windowslive.es

Figurel4 Windows Federated Domains

Enable the Public IM interface (Figu®.1 Enabling the Public IM interface allows your organization to
communicate with other Office 365 users who have federat#ti Office 365 and Live Messenger.
Public IM connectivity is supported with windows Live Messenger. At this time AOL and Yahoo
messenger are not supported.

Lync Online Control Panel

Overview Domain federation Public IM User information
Public IM connectiy

Public IM connectivity status:  Enabled

Add contacts from the Windaows Live Messenger network and communicate with them via Micrd

My domains
Domain name a Status Date modified
getoffice365now.com Enabled May 02, 2011
getoffice365now.net Enabled Jul 20, 2011

Figurel5 EnablingLYNCPublic IM
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Step 7. Setting Partner of Record z License Advisor

Office 365 ismagent supported product. There is no cost in having a license advisor attached to your
subscriptions. Typically, a license advisor will provide some level of support, and have the capability to
performance administratie¥ support tisk on demand. As an exampddien you select KAMINEs a

license advisor, KAMINPartner ID: 59882 1)rovides you with the following support options

Ability to use KAMIND services at a discedttiourly rate 24 x 7
Member of KAMIND Office 3dist service for service notification issues
Access to KAMIND Usgeonfiguration and AdministratioBuides

Access to KAMIND@ustomerSupport Genter

=A =4 =4 =

Different Microsoft partners offer different levebf service It is best to contact the Microsofeptner
and ask them what they will offer you for being a license advisor. There is no cost for the end user to
have a Microsoft Partneo be your license advisor.

To setKAMIND as theicense Advisor:

Slect theAdmin tabon your Office 365 console

Under Subscriptions seledflanage

Selectthe subscriptionFigure B) that you want to assigto the KAMIND
Click Hit or Addunder Partner informatiorjFigure 1y

Set partnenD 598821 for KAMIND (Figure)18

A S

Figurel6 Select a Subscription to séficense Advisor
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