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OFFICE 365 BPOS TRANSITION SETUP GUIDE 
This document describes the changes to configure your Office 365 after Microsoft Online Services has 
completed the data migration from BPOS.    This document may only be distributed and used without 
modification of any form.  You may not incorporate portions of this document in any other document.  
Any violation of this license is a breach of license.  Copyright 2011 KAMIND.  All rights reserved. 
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Overview  
Welcome to Office 365.  Microsoft is transitioning your email from the older Business Productivity 

Online Suite (BPOS) to  Office 365.  All information and data that you have on BPOS is being migrated to 

Office 365.  This document describes the changes you are required to make to configure your new Office 

365 site after Microsoft Online Services has completed your data migration.   When you are near to 

completion, you are notified of a ά¢Ǌŀƴǎƛǘƛƻƴέ ŘŀǘŜ.      How can you tell you are ready for Transition?  

You receive a transition email (Figure 1). 

 

Figure 1  MS Transition Notification Email 

Once you receive the Transition email, verify the credentials at portal.microsoftonline.com  (Figure 2).  If 

you can sign-in, then you have either been transitioned, or you are in transition.   All that is left to do is 

to configure your Domain Name Service (DNS), configure LYNC and Client desktop changes. 

When you receive transition  notice instruct all users 

to change passwords at home.microsoftonline.com 

http://www.office365.com/
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The one concern that all users have is the email flow while you are in Transition Mode.  In Transition 

Mode email flows to the existing BPOS suite with a background replication to Office 365.  Once you 

change the email records, then all mail will flow through Office 365. 

 

Figure 2 Office 365 Sign In: portal.microsoftonline.com 

To start: sign into Office 365 at http://portal.microsoftonline.com with your admin account.  The admin 

ŀŎŎƻǳƴǘ άŀŘƳƛƴϪғdomain>.microsoftonline.com will not work unless there is a BPOS licensed assigned 

to it.  The hard work has been completed by Microsoft when you received a transition email (Figure 1).  

The changes that you need to make are the DNS changes to improve client access, 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: Configure Domain Name Service (DNS) 

Step 3: Verification of Data in Office 365 

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

Step 5: Configure LYNC 

Step 6: Set your License Advisor 
 

Once KAMIND (Step 5) receives the notification that you have completed the license assignment,  we 

will send you the client configuration guide for Office 365.  This client configuration guide provides 

http://portal.microsoftonline.com/
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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 later and you will need to uninstall Office Communicator  

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

must be upgraded are listed below; 

¶ Internet Explorer version 7 or later 

¶ Office 2007 or later 

Step 2: Have users change all passwords 
Have your user change passwords at home.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) 
Your Domain Name Service (DNS) must be edited.  To get the information that you will need to alter 

your DNS records: log in to Office 365 and select the Admin tab, then ǎŜƭŜŎǘ άDƻƳŀƛƴǎέ (Figure 3). 

 

Figure 3 Selecting Domains to Edit 

http://home.microsoftonline.com/
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For each Domain: 

1. Select the Domain (Figure 3) 

2. /ƭƛŎƪ ά5b{ {ŜǘǘƛƴƎǎέ όCƛƎǳǊŜ п) 

3. Log in to the Web Company that is hosting your Domain information and change it to 

correspond to Figure 5. 

4. Be sure to set the LYNC SIP records on any domains that will use LYNC. 

5. Depending upon the services that you are supporting you may need to delete the older DNS 

records. 

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

 

Figure 4 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 

and Lync.  After you make this change, then select DNS Settings, and configure the external DNS. 
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Figure 5 Getting Domain DNS Settings 

 

Figure 6 Complete Domain Records 
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Log in to the Web Company that is hosting your Domain information and change it to correspond to 

Figure 6.  Depending upon the services that you are supporting you may need to delete the older DNS 

records.   

 

 

 

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 you change the mail records (MX) to Office 365.  Verify Office 365 data 

has been transition.  

 

  

DO NOT MOVE  MX  (mail) RECORDS UNTIL YOU 

HAVE VERIFIED THAT MAIL IS IN OFFICE 365.   

See Step 2 

http://portal.microsoftonline.com/
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Step 4: Verification of Office 365 Trans ition Status with Outlook  
Before you move the MX records, you need to login to http://portal.microsoftonline.com  (see Figure 7). 

 

 

Figure 7 Transition Admin site for Office 365 

 

Verify that Office 365 data has transition, by clicking on ǘƘŜ άƻǳǘƭƻƻƪέ ōǳǘǘƻƴ  όCƛƎǳǊŜ т.)  If the site is not 

ready, you will see the screen (Figure 8.)    If the site is not ready, you will need to wait until you see a 

valid email (Figure 9) displayed in your web browser. 

 

Figure 8 Transition still in process 

Figure 9 shows what an email transition completion looks like.  Until you see a screen similar to Figure 9, 

do not move you email records.  Your transition is still in process. 

http://portal.microsoftonline.com/
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Figure 9 Valid Office 365 data in Outlook web Application 

Once you see the email in outlook (Figure 9), you are now ready to change the MX records and have 

them point to Office 365.  Follow the  next step 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 discover the Office 365 server. 

 

Figure 10 Adding local Autodiscover Record 

In figure 10, the autodiscover record was added to the domain kamind.net, since this is an external 

office 365 domain.  When a new PC is added to the on premise environment, and uses the kamind.net 

domain email address, the outlook client will query the DNS server for the autodiscovery record.  This 

handles the auto configuration of the outlook client for the administrator 
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Step 6: Configure Lync 
When the Office 365 site is created LYNC is ready to operate for your intranet.  As an administrator you 

need to decide if you want to federate the domain, and allow a public IM.  LYNC Federation allows you 

to communicate to external  users and see their presence. 

 

Figure 11 Admin screen ς Manage LYNC 

Login to Office 365 as an Admin (Figure 11) and under the LYNC On Line, select Manage.  In this step we 

are configuring LYNC for Domain Federation and public IM.  Federation allows LYNC users to 

communicate with other Office 365 customers and non Office365 email addresses that support 

Microsoft federation services. 

 

Figure 12 LYNC Online Control Panel 

Select the Domain Federation and the Public IM tabs and enable these services (Figure 12).   Figure 13 

shows the option for Domain Federation with the various options for external users. 



Office 365 BPOS Transition Setup Guide 

 

KAMIND_Office_365_BPOS_Transition_Setup_Guide_v7 Page 11 
 

 

Figure 13 Enabling LYNC Domain Federation 

When you federate, you federate with all Microsoft Windows Live domains (see Figure 13). 

 

Figure 14 Windows Federated Domains  

Enable the Public IM interface (Figure 15).  Enabling the Public IM interface allows your organization to 

communicate with other Office 365 users who have federated with Office 365 and Live Messenger.   

Public IM connectivity is supported with windows Live Messenger.  At this time AOL and Yahoo 

messenger are not supported. 

 

Figure 15 Enabling LYNC Public IM 
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Step 7:  Setting Partner of Record ɀ License Advisor  
Office 365 is an agent 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 administrative support task on demand.  As an example, when you select KAMIND as a 

license advisor, KAMIND (Partner ID: 598821) provides you with the following support options: 

¶ Ability to use KAMIND services at a discounted hourly rate 24 x 7 

¶ Member of KAMIND Office 365 list service for service notification issues   

¶ Access to KAMIND  User Configuration and Administration Guides 

¶ Access to KAMIND  Customer Support Center 

Different Microsoft partners offer different levels of service.  It is best to contact the Microsoft partner 

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 Partner to be your license advisor. 

To set KAMIND as the License Advisor: 

1. Select the Admin tab on your Office 365 console 

2. Under Subscriptions select Manage 

3. Select the subscription (Figure 16) that you want to assign to the KAMIND. 

4. Click Edit or Add under Partner information (Figure 17) 

5. Set partner ID 598821 for KAMIND (Figure 18). 

 

Figure 16 Select a Subscription to set License Advisor 




