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Here’s a quick overview of the service you’re going to be the administrator for.
With Microsoft Office 365 from Vodafone, you can quickly and easily send and
receive email, share calendars, set up meetings, work together with colleagues
on documents and presentations, and set up and take part in web and video
conferences – at work, at home, on the move, wherever you are. It’s like taking
your shared workspace with you wherever you go.

A flexible all-in-one solution that fits in with you, Microsoft Office 365 from 
Vodafone combines Vodafone’s fixed and mobile voice and data connectivity 
with Microsoft Office 365.

You simply enable the appropriate services for each user, and they can be sure
that these services will all work together seamlessly as one. No more having
to juggle multiple applications to carry out a task - just quick and easy ways to
work better together.
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Microsoft® Office 365

Microsoft® Exchange Online
Access email, shared calendars and contacts when and where you want to,
from your desktop, laptop, mobile phone...

Microsoft® SharePoint Online
Work with colleagues on the same shared documents and presentations
no matter where you all are – making changes that everyone can see and
comment on there and then…

Microsoft® Lync 
Find and communicate with colleagues instantly, set up and attend web-based 
video and audio meetings, share documents and give presentations no 
matter where you all are...

Microsoft® Office Professional Plus
A suite of productivity apps that are fully integrated with Exchange, 
SharePoint and Lync. 

Microsoft® Office 365 from Vodafone

Altogether 
better
Welcome to the simple
all-in-one way for your users
to work better together no
matter where they are.



Before you start, please make sure the Microsoft Office 365 hosting 
environment has been configured to provide your online services and you have 
received your login credentials. This can take several business days.

If you’re not sure or would like to check, please contact [NB contact details].
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Microsoft® Office 365 from Vodafone

Before  
you start
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Set up your service

Manage your services

Get and provide support
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1
Signing in to the Microsoft® Office 365 Portal

Microsoft® Office 365 from Vodafone – Set up your service

Once the Microsoft Office 365 hosting environment has been configured  
to provide your online services, you will be sent the URL for the  
Microsoft Office 365 Portal together with your user name and default  
password for your administrator account.

The first step is to access the Microsoft Office 365 Portal  via the internet to set 
up your account. 

TIP:

•  The same URL will be used by your users to sign in. 

• Unless a user was promoted to administrator, users are unable to see  
 and use the Admin tab. 
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In your browser, enter the URL for the
Administration Centre and click to go to it.

Review your service agreement and privacy statement
on the Sign In page.

Enter your user name and default password and
then click Sign In.

The first time you sign in you will be prompted to
change your default password. Type a new password
and click Submit.

Retype password to finish signing in to the Portal.
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Microsoft® Office 365 from Vodafone – Set up your service

Make yourself familiar with the set up options

Microsoft Office 365 needs to be set up before your users can start using 
the services. 

In order to familiarise yourself with the set up options available click 
Overview in the Set up section of the Admin navigation pane. 

If you would rather have somebody else configure your services, please 
contact [NB contact details] for advice. 

TIP:

Make sure you meet the system requirements before you start with the set 
up. More information about the system requirements can be found in the 
help section. 
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If you want to use Microsoft Exchange Online to send or receive email from your 
company’s email addresses, you must add your company’s domain to Microsoft 
Office 365.

You must verify your company’s domain before you can add users or use the 
domain to send or receive email. But first, in order for Microsoft Office 365 to verify 
that your domain is registered and you are the owner, you must create records at 
your registrar that points your domain information to Microsoft Office 365.

Get started: 
On the Admin site of the Microsoft Office 365 Portal, click Domains, then Add a 
domain, to open the Add a Domain Wizard. Follow the steps of the Wizard. 

TIP:
•  In case you experience difficulties when creating the relevant records at your 

domain registrar, please get in contact with your registrar’s support. 

•  It can take up to 72 hours for the changes to take effect, since created records 
need to propagate through the system.

•  If the domain you are adding was previously owned by another Microsoft Office 
365 customer, you must not add users, contacts or distribution lists to your 
new domain until at least 24 hours after you have verified the domain. This is to 
ensure that any previous domain owners cannot access your information. 
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Microsoft® Office 365 from Vodafone – Set up your service

Add your company’s domain
Click Create, and the Confirmation page of the Add
New Domain Wizard appears.

On the Confirmation page, check the domain name
and type to make sure they are correct.

Select the Start the Verification wizard when this
window is closed box.
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In the Administration Centre, click Users, then Domains,
then New, to open the Add New Domain Wizard. If
you have not yet created a new domain entry for your
company in Microsoft Online Services, click Set up
primary domain to enable email in the Tasks I Need
To Do pane of the Administration Centre home page.

In the Domain Name box, type your company’s
domain name.

In the Type area, select the type of domain you want
for your email service:

a.  Select Authoritative if you want Microsoft Online 
Services to be the primary authority for all your 
company’s email mailboxes. This is the default setting.

b.  Select External Relay when you have other 
company email mailboxes that are in another 
location. This is recommended for email coexistence.
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Microsoft® Office 365 from Vodafone – Manage your services

2
Manage your applications

With Microsoft Office 365 from Vodafone you have a wide range of options 
to configure your services in order to best meet your company’s needs. 

To manage your services, go to the main body of the Admin landing page. 
There you’ll find a list of your services, which you can configure by clicking 
the relevant action (e.g. General settings). 

TIP:

•  Find guidance on the configuration of your services on the Help  
(see symbol – question mark) page in the Help for admins section.

•  For further information about managing your services go to Microsoft’s 
TechNet website (http://technet.microsoft.com/en-us/default.aspx).

?
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Microsoft® Office 365 from Vodafone – Manage your services

Manage your users and licenses

In order to add users and assign licenses:

Click Users in the Admin navigation pane.

In the actions pane, click New in order to start the 
new user wizard. Choose whether you want to add an 
individual user or multiple users (using a CSV file).

Follow the steps of the wizard to complete the 
information about the new user and the services  
you can assign to them.
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TIP:

•  Making changes to multiple users’ settings   
Just tick all relevant users and choose an action from the top navigation pane.

•  Recovering a service license by deleting a user  
Each active user account uses one service license. To recover the use of a 
service license, you must delete a user account, rather than just deactivate it. 
Deactivating a user account does not recover the service license for  
that account.

•  Saving files that contain Unicode characters  
There is a known issue with Microsoft Office Excel when saving files that 
contain Unicode characters in CSV format. For these files, we recommend 
that you verify the content of your CSV file in a text editor, such as Notepad, 
and then rename the file with the .csv extension before importing it.
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If you need help or support while you’re using the service, you can:

•      Click on the Help button in each application

•      Consult the Support section on the Admin site 

• Consult Microsoft’s TechNet –  

 http://technet.microsoft.com/en-us/default.aspx

•     Speak to your service administrator (if applicable)

•     Contact us

by phone: [local opco’s support number]

online: [local opco web address]

via email: [local opco’s email]

Microsoft® Office 365 from Vodafone – Get and provide support

Get support
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Helping with passwords 
The first time they sign in, users must change their default password. From  
then on, they can change their password in My Profile in the Microsoft Office 
365 Portal.

•  Passwords must be between eight and sixteen characters long
•  Strong passwords are at least eight characters long
•  The password is case-sensitive
•  The password can contain uppercase and lowercase letters, and numbers
•  The password can contain the following ASCII text characters: ` ~ ! @ # $ % 
 ^ & * ( ) _ + - = { } | [ ] \ : “ ; ‘ < > ? , . /

Microsoft® Office 365 from Vodafone – Get and provide support

Provide support to your users
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In the Microsoft Office 365 Portal click Users in the Admin navigation pane.

Select the check box next to the name of the user whose password you want 
to reset.

In the actions pane click Reset password, and then select whether to email the 
password. You can enter any email address in the box.

Click Next. The Password Preview page shows a temporary password. The user 
can then use the temporary password to log in and will be required to change it 
to a new one as part of the log in.

01

02

03

043


