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— Digitally transform
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Connecting your team members

Working remotely is not just a ‘nice-to-have’, it's become an absolute necessity and
a reality for virtually all companies. Microsoft Teams makes it easy to connect to
company members ensuring productivity no matter where you arel

Microsoft Teams features include:

Online meetings with full video*
Instant chat between staff members and audio capabilities
(*Depending on participants’ hardware configurations)
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Peer-to-peer Teams calls — Save thousands Seamless integration into Microsoft Outlook*
on traditional mobile or landline call charges (*When running on a centralised tenant)
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#COVID19

Working Remotely

Microsoft is offering all companies a 6-month trial
of Microsoft Teams for up to 1000 employees.
Start working remotely today!

Who qualifies:

o New customers without an Office 365 Tenant
o Current Microsoft customers running:
o Exchange Online Plan 1

o Exchange Online Plan 2
o Office 365 ProPlus
o Office 365 Business

Setting up Microsoft Teams:
Where do | start:

Step 1: Request your free trial for & months from allonline365.

Step 2: For new customers, allonline365 will create your new Microsoft Tenant; for
existing customers, you need to associate your current tenant with allonline365.
Simply ask us for your ‘CSP Association Link'.

Step 3: Ensure that you've accepted the Microsoft Customer Agreement Terms and
Conditions. Again, allonline365 can help facilitate this process.

Step 4 Once steps 1-3 are complete, allonline365 will assign the 1,000 Free
Microsoft Teams Subscription to your tenant.

Step 5:

FOR NEW CUSTOMERS: allonline365 will provide you with a temporary username
and password for you to log into https://login.microsoftonline.com/

FOR CURRENT CUSTOMERS: Simply sign into the same link using your normal
0365 usermame and password.
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Use the username and temporary a8 Microsoft
password provided by allonline365. _
Sign in
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Once the new password has been g Microsoft
accepted, you will be asked if you want to
stay signed in.

smnifooad 18 cconmeronc it oom

Stay signed in?

Dz wvis 0o redhns the number oF direes poo o b bosd
D g ini
D D't whezem this sgein

-

Contact Waterford House, Waterford Road, Diep River, Cape Town, 7945

Us +27 (21) 205 3650 | info@allonline365.com | www.allonline365.com




Digitally transform

your business

LAY crosoft x

There will be a quick tutorial which you -
may swipe through or choose to close. | Vﬂ

Get your work done
with Office 365

By clicking on the 9 dots on the lefi-hand comer of the screen, a dashboard appears.

Apps Good morning
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Please click on Admin:
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- Finish setting up Microsoft Teams
T : ™ - Commercial Cloud (User Initiated)
Sadt bry settivg up your dormain

For new customer tenants a notice will appear to associate a domain to your newly created
tenant, for example, yourname.co.za — yvou may skip this step if it does not apply to you as it
will only be applicable to new tenants.
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Select the billing tab. When you select the .

billing tap, you will see Licenses as a drop-
down option.

Purchase services
Products & senices
Lecenses

Bills & payments
Billing accounts
Payrment methods

Billing notfications

When selecting licenses, you will see the Microsoft Teams offer with 1,000 users available
to assign to your users.

COVIDNS Crisis Company

W Hiome '
Licenses
Usiets i Select & product o vies and essign licenses
G bo Products & sereices to manage billing or bay more licenses
£ Groums .
" & Export () Refresh
S FRoles
B Resources w
= biling " ) Microssih Teams Commereial Clowd [User initiated)
Purchass services
Products & senvices
I Licenses
Microsoft 365 admin center
(i Home
-
ACvE LSErs
GUSLT weert
Deleted users
COVIDM Crnis Company 2 D o m The new sdmin cemer
Active users
Semgeted sbom (1]
A oadd auser [0 User templates ol Add multiple users. |5 Wighti-fsctor suthentication [ Delete samer ) Bwtesh & Baport Users D search TRl =

Mick Ratha
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Add & nmer
Basics Set up the basics
Product licenses To get startexd, fill cat some basic information about who you're adding as a user
Opteanal settings First name Last mame
Peter Parker
Finish

Display name *

Peter Parker

Username *

peter @ vid1Scc.onr st

Passwond setlings
(] Auto-generaie password

Let me create the password

H Require this user to change their password when they first sign in

Send password in email upon completion

Assign product licenses

In setting up a user, the next
StEp is allo Cﬂﬁl'lg asu bacn'ptiﬂn_ Aszign the licenses you'd like this user to have

As the subscription for the 1,000
free| users on Teams are

Select location *

allocated on the tenant, the new South Africe

users can be assigned the Licenses (1) A
subscription as part of the setup

process. \_i: Assign user a product license

Microsoft Teams Commercial Cloud (User Initiated)
599 of 1000 licenses available
Create user without product license (not recommended)
They may have limited or no access to Office 365 until you assign a product

license.

Apps (12) e
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BApps (12) o+
By selecting the drop-down you Show apps for:
will see the list of applications all ficenses

that are included as part of the
Free Teams subscription.

Flew for Office 365

Micrasaft Teams Commercial Cloud (Users Initiated]

Microsaft Forms [Plan E1)
Microsoft Teams Commercial Cloud (User Initiated)

< I <

Microsaft Planner
Micrasaft Teams Commearcial Cloud (Lser Initiated)

Microsoft Stream for 0365 E1 SKU
Micrasaft Teams Commearcial Cloud (Lser Initiated)

Micrasaft Teams

Micrasoft Teams Commercial Cloud [User Initiated)

Micrasaft Teams
Microsoft Teams Commercial Cloud (User Initiated)

Office for the web
Micrasaft Teams Cammercial Cloud (User Initiated)

PowerApps for Office 365
Micrasaft Teams Cammercial Cloud (User Initiated)

SharePoint Online Kiosk
Micrasoft Teams Commercial Cloud (User Initiated)

Sway
Microsoft Teams Commercial Cloud (User Initiated)

‘Whiteboard (Plan 1)
Microsaft Teams Commercial Cloud [(User Initinted)

Yammer Enterprise
Micrasaft Teams Commercial Cloud (Lisers Initiated)

Optional settings

The last setup is optional and

. N You can choose what role you'd like to assign for this user, and fill in additional profile
can be setup only if required or omsation
otherwise can be skipped.

Hales (User: na sadministration scoesg) W

Profile info
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Once the user is created you will Review and finish

be provided with a final chance
to review the newly created
user.

Assigned Settings

Review all the info and settings for this user before you finish adding them

Display and usermame

pater Farker

peter@oovid] Sec onmicrosaltcom
i

Passwiond
Type: Auta-generated

Product icenses

Roles (default)
Liser {ng admin center acoess
Edit

Once you confirm these settings you will see the new user profile; displaying the email
account and the automatically generated password (if's greyed out in the sample below).

Add a wisr
& Basic & Peter Parker added to active users
l Product | Parier will
@ Optional User dhetaiti
| Dispiay name ;
& i Lk | resill
Pa
Lieres a5
Mirosoft Teams Corr i

Add & dewcription [recommsnded)
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(30 back to the Users tab on the lefi-hand side of the Administrative portal, you can now see
two users.

Active users

Siiggiitied eteang (1)

R, Add a user _'I User iemplabes n"', Add multiple users j Multi-factor awthentication E Dieleie & user I.-_'! Refresh  ~ Export Users

C:r:._.l.a:.rl.::) ; .. archal Cloeed Mlkser Inifiaied]

( Peter Parkir
o

For administrators, if you want to manage your | @ Home
Teams function, navigate to the left-hand

navigation and click on Teams. R uses v
A Groups e
Fa FRoles
B Rescurces w
B &illing a
& Support "
& Setings v
& sewp -
B Reports =7
% Health w

Adrmin centers

5:.:' Security

) Compliance

& Azure Active Directory

" ShanePoink

=

@ AN admin centers

_4' Customize navigabon
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This will open a new browser showing Teams Admin Centre:

- ) Micreadt 365 adimim cantar | [ Duachbasnd - Marasele” >

B3 G httesadmin teame microsoft com

i Mlicroantt Tesme sdmin cenbsr

Dashboard

RIRCRIFETNT TIAME LIHRADY DEFLDAING TEAME WOMELOAD

Flanning your upgrade o Teams

o8

LPSER SERRCH TEARE. LUSER ALY

When logging in as a user now ready to use Teams, the user simply logs into
https://login.microsoftonline.com/ With the usermname and password generated.

Office 365

From the menu, select Teams.
Apps

@ Cnebrive u Word

m Excel &- Poverer Foint
u OneMiote ﬁ sharePaoint
— __--""\-;
C ol ) o
CEmS rammor

\"‘-\._\___ ____.-"'/ll

m Admin

All apps
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- 1 chat | Microsaft Teams = |

= O | i leama micros o fL.oom reersations/newchat Pets=chat

Enjoy the team and the teamwork!

Create o rolabontve workgeaoe Tor pou snd poer o i
and use your Dfice apps io get stul done in o

On the left-hand side of the Teams
application, you will locate the Menu

3
and click on the chat. C - ’ .

Continue chatting with the people you
kmow, o start & nevw chat
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Microsolt Tearms

Click on New chat.

Microsoft Teams

Type the users name that you would
like to chat with and the list of people
in your organisation will appear.

Select that user and you are ready to
start a chat.
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Download the Teams deskiop application from the link below:

https://teams.microsoft.com/downloads

Download Teams for your desktop

L
ag Sy
i m a
Desktop (Windows 10°5) Desktop (Windows 7+) Desktop (Mac OS5 X 10.0+)

CPATLCMD DAY [E-8IT)

Get the Teams mobile app

L&

When the download is complete, install the Microsoft Teams application on your device
and provide your login credentials to start using the desktop application.

Microsoft Teams

a

Enter your work, school,
or Microsoft account.

t gn-in address
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