
Microsoft® 
Off ice 365
from Vodafone

Vodafone User Guide

Your step by step guide to getting started with
Microsoft® Office 365 from Vodafone

© Vodafone Group 2011. Vodafone and the Vodafone logos are trademarks of the Vodafone Group.
Other product and company names mentioned herein may be the trade marks of their respective owners.



Here’s a quick overview of the service you’re about to start using. 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 a range of Microsoft Office 365 Services.

You simply use the services your administrator has enabled for you, and you
can be sure that they 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.

Before you start
Set aside an hour to get set up on the service – this should give you more than
enough time. Please make sure you have your new email address and default
password to hand. If you don’t know what these are, please contact your
service administrator and they will be able to give them to you.
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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 and 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. 

Signing in

Setting up your service

Connecting your mobile device

Changing your password

Getting ongoing support

1

2

3

4

5

Microsoft® Office 365 from Vodafone

Altogether 
better
Welcome to the simple
all-in-one way to work
better together no matter
where you are.

?
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Signing in

Microsoft® Office 365 from Vodafone

In order to set up, administrate and access your services you need to sign into the 
Microsoft Office 365 Portal (MOP). Here are the sign in steps:

01  Go to the URL provided in the welcome email and enter user name and initial 
password. If URL / user name / password aren’t know, the company’s admin 
needs to be contacted.

02  The first time you log in, you will be asked to update your password. Passwords 
need to be 8-16 digits long. You need to remember the new password.

03  The system will ask you to retype your new password after having it changed for  
the first time. (Note: process changes slightly for later password changes).

TIP:

•  System will ask for a password reset every 90 
days. See changing your password section 
for procedure.

•  Bookmark Microsoft Office 365 Portal URL  
for easy handling.

•  Choose to remember password.
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2
Setting up your service 01

02

Setting up your service will include (depending on the licences allocated to the 
particular user) downloading the rich client of Office Professional Plus, downloading 
the rich client for Lync as well as run the Microsoft Office 365 desktop setup. 

In order to set up the service you should go through the following steps:

01 Log in to Microsoft Office 365 Portal and click on downloads under Resources.

02  Follow the steps suggested within downloads (system will only show downloads 
relevant to the particular user). 

TIP:

•  You can access SharePoint (TeamSite / 
MySite) directly from the Microsoft  
Office 365 Portal, there’s no need to 
download anything.

•  For online access there’s a direct link to 
Outlook in the Microsoft Office 365 Portal. 

•  Outlook can be managed / configured  
also through a direct link (options) in the 
Microsoft Office 365 Portal under Outlook.

•  System requirements can be found also 
within the download section.



You can access your email and calendars from a wide range of mobile devices, 
including Microsoft Windows Mobile® and Windows Phone, Nokia E and N series 
devices, Palm devices, Apple iPhone and iPad, certain Android phones and 
Blackberry®. The Vodafone Mobile Exchange Setup tool helps you to connect  
your device:

01 Go to the following link 
  http://www.business.vodafone.com/site/bus/public/enuk/p_bpos_wmesetup.jsp 

and choose your operator. 

02 Choose your language and follow the steps within the tool.
  SharePoint Online can also be accessed from a range of mobile devices 

including Windows Phone 7, Windows Mobile® 6.1 +, Nokia S60 3.0 +,  
Apple iPhone 3.0 +, Blackberry 4.2 + and Android 1.5 +. 
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Connecting your mobile device 01

02
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Changing your password 01

02

01 Log in to Microsoft Office 365 Portal and go to my profile.

02  Click on change password and the system will prompt you to choose a new 
password. By submitting your new choice the password will be reset. You will 
need to remember your new password.



If you need help or support while you’re using the service, you can:

•  Log in to your Microsoft Office 365 Portal and choose either from one of the 
links listed under Community or click on the Help button for support.

• Speak to your service administrator

• Contact us

 by phone: [local opco’s support number]

 online: [local opco web address]

 via email: [local opco’s email]
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Getting ongoing support?


