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Introduction  

Welcome to the Trial Gu ide for the Business Productivity Online Suite from Microsoft Online 

Services . This guide introduces you to working with your trial version of the Microsoft® Online 

Services Business Productivity Online Suite.  

In todayôs competitive global market, businesses need technology that enables flexibility and cost -

effectively adds value to their organization. Internet -based hosted services provide a way to meet 

these objectives. They deliver feature - rich productivity tools to users while helping to relieve the 

bur den of managing and maintaining business systems ðfreeing up IT departments to focus on 

initiatives that can deliver true competitive advantage.  

The Business Productivity Online Suite from Microsoft Online Services (also referred to as the 

ñSuiteò) was designed to meet your unique business needs. Because the Suite gives you the 

flexibility to decide which services to have hosted and which to keep on -premise, you can quickly 

and easily extend new capabilities to your organization without straining your IT res ources. There is 

no additional hardware to provision; no additional software to buy, install, or configure; and no 

expensive training required. With simple, straightforward services that are easily deployed and 

scaled, you can find the solution that works best for you, your budget, and your companyôs 

changing needs.  

The Suite gives your business the powerful productivity capabilities of Microsoft Exchange Server, 

Microsoft Office SharePoint® Server, Microsoft Office Communications Server, and Microsoft Offi ce 

Live Meeting ðall hosted online and all up and running quickly and easily without the upfront costs 

of an on -premise deployment. This suite of productivity tools enables your workers to communicate 

and collaborate effectively, while enabling your IT tea m to focus on more business -critical tasks. 

Because Microsoft hosts these services, you can have peace of mind knowing that experts are 

managing your IT and that your services will be available when you need them.  

Whatôs in This Document 

This guide begins with a review of the services that are available in the Business Productivity Online 

Suite and describes their functions. After this brief introduction, the bulk of the document is 

designed to be used as a real - time roadmap that provides step -by -step instr uctions to help jump -

start your understanding of how to configure your environment, manage your companyôs account, 

and then work with the services that available in the Suite.  

These step -by -step procedures are grouped into five different scenarios:  

¶ Sign up  for the 30 -day trial  

¶ Account administration  

¶ SharePoint site administration  

¶ End user experience  

¶ Convert a trial account to a paid subscription  
 

In addition to the detailed procedures mentioned earlier that help you gain familiarity with the 

Suiteôs administrative and end user environments, the guide also provides optional instructions for 

how to associate your company domain name (such as ñcontoso.comò) with the Suite. 

If you plan to associate this account with your company domain name, you may also want to  learn 

about how to migrate mailboxes to Exchange Online. See Migration Considerations  in this document 

for more details.  

 



 

Who Should Read This Document  

This document is intended for administrators and technical decision makers in your company who 

want to be able to gain some hands -on exp erience with the Business Productivity Online Suite in 

order to better evaluate its benefits for your company.  

As an administrator, you can create additional trial user accounts that you can assign to other 

decision makers in your company who want to exper ience the Suite as end users.  

Assumptions  

We assume that you are ready to, or already have signed up for a trial account and you are ready 

to start working with the Business Productivity Online Suite environment.  
 

 Note  The trial lasts for a period of 30  days, which begins on the day you activate the 

account. If within the 30 -day trial period you decide you want to convert your trial to a 

paid subscription, see Scenario 5: Converting a Trial Account to a Paid Subscription  later 

in this guide for information on how to perform the conversion.  

 

As the account administrator, we assume you have general Microsoft Windows® administrative 

skills and are comfortable working in management control panels to create users, allocate 

resour ces, and perform other common administrative tasks.  

If you want to perform the optional procedure for linking your company domain name to your Suite 

account, you should also be familiar with managing your domain name and records, and have 

access to your cu rrent domainôs DNS records. 

System Requirements  

This section lists the hardware and software you will need in order to use the Business Productivity 

Online Suite services.  

Hardware Requirements  

Hardware requirements for client computers used to connect to  Microsoft Online Services are shown 

in the following table.  

Operating 

systems  
Hardware requirements  

Windows Vista ®  1 gigahertz (GHz) Pentium micro processor or faster and 1 gigabyte 

(GB) or more of system RAM  

Windows  XP 500 megahertz (MHz) Pentium microp rocessor or faster 

(recommended 1 GHz) and 256 megabytes (MB) or more of 

system RAM  

 
 

 Note  For more information about client computer hardware required to run the 

software, see ñClient Computer Requirementsò at  

http://technet.microsoft.com/en -us/libra ry/cc742593.aspx . 

 

Your Internet Service Provider, your wireless carrier, and the manufacturer of the mobile device 

determine hardware requirements for mobile devices used to connect to Microsoft Online Services. 

All of these entities must support the oper ating system and applications on your mobile device.  



 

Software Require ments  

Supported system and application software for accessing Microsoft Online Services are shown in the 

following table.  

Software  Supported version  

Operating systems  Windows Vista Business (SP1)  

Windows Vista Enterprise (SP1)  

Windows Vista Ultimate (SP1)  

Windows Vista Home (SP1)  

Windows  XP Professional (SP2)  

Windows  XP Tablet Edition (SP2)  

Macintosh OS X 10.5  

System software  Microsoft .NET Framework 3.0  

Java client 1.4.2 (on Macintosh OS X)  

 Note  Java is required only for Microsoft Office Live Meeting.  In 

Office Live Meeting, Macintosh OS X clients will not have access to 

the record or to presenter information.  

Browser software  Microsoft  Internet  Explorer ®  6 (only on Windows  XP) 

Internet  Explorer 7  

Internet  Explorer 8  

 Note  Microsoft  Internet  Explore r 7 is recommended for the 

Microsoft Online Services Administration Center.  

Firefox 3  

Safari 3.1.2 (on Macintosh OS X)  

 Note  The Microsoft Online Services Sign In application does not 

support Firefox.  

E-mail client 

software  

Recommended:  Microsoft  Office  Outlook ®  2007 (SP1)  

Microsoft  Office  Outlook  2007  

 Note  Microsoft  Office  Outlook  2007 without SP1 will not have 

access to calendar free/busy information.  

Microsoft Entourage ®  2008 12.1.2 (on Macintosh OS X)  

 Note  Entourage will not have access to the global address list 

(GAL) or calendar free/busy information.  

Mail for Exchange (on Nokia)  

Mobile device 

software  

Microsoft Windows Mobile ®  6 

Windows Mobile 6.1  

Note  Support for additional devices are listed at 

http://technet.microsoft.com/en -us/library/cc742593.aspx   

 

 

http://technet.microsoft.com/en-us/library/cc742593.aspx


 

Business Productivity Online Suit e Overview  

Microsoft Online Services is a set of business -class communications and collaboration software that 

is hosted by Microsoft and sold through Microsoft Partners. These services help make it easier for 

you to rapidly and cost -effectively access the  most up - to -date technologies. These hosted services 

can be deployed rapidly, providing you with streamlined communications, simplified management, 

and business -class reliability and security.  

For your IT staff, Microsoft Online Services helps reduce the b urden of their performing 

management tasks such as installation, provisioning, ongoing maintenance, patches, updates, and 

upgrades. Because the services are hosted, your IT staff can spend more time on more strategic 

initiatives that move your business for ward. The Business Productivity Online Suite services are 

backed by strong service level agreements (SLAs) and are designed to meet your regulatory 

compliance and reliability needs.  

Microsoft Online Services makes it easy for you to leverage and rapidly de ploy familiar Microsoft 

server products as flexible services. These hosted services ðthe Business Productivity Online Suite ð

include the following:  

¶ Exchange Online: Provide employees access to e -mail, calendar, and contacts 

from virtually anywhere, at any ti me, on desktops, laptops, and mobile devices ð

while helping to protect against malware and spam. Exchange Online can be 

rapidly deployed, flexibly expanded, and is designed to be securely administered 

using a powerful yet easy - to -use Web -based console.  

¶ Shar ePoint Online: Share documents, contacts, calendars, and tasks in a single 

location. Based on Microsoft Office SharePoint Server 2007, SharePoint Online 

delivers rich collaboration capabilities that enable team members to flexibly and 

efficiently collabora te, find organizational resources, search your intranet site, and 

manage content and workflow.  

¶ Office Live Meeting: Connect with colleagues and customers through real - time 

meetings, training sessions, and events using only a personal computer with an 

Inter net connection. Hosted Web conferencing services from Microsoft Office Live 

Meeting give your employees the power to collaborate wherever they are, to set 

up project meetings, brainstorm ideas, and collaborate on whiteboards without 

the cost and hassle of travel.  

¶ Office Communications Online: Enable users to find and rapidly connect with 

the right person from the applications they use most. Office Communications 

Online provides streamlined access to rich presence and instant messaging 

capabilities that are centrally managed by IT and work seamlessly with a range of 

Microsoft Office system programs.  

Guided Tour  

The following step -by -step tour is a fast way to become familiar with the features available with the 

Business Productivity Online Suite from Microsof t Online Services. In this section of the document, 

we will first explain how to register for a limited 30 -day trial of the Suite, set up your account, 

install and set up the necessary software components on your computer, and then provide you with 

detaile d descriptions of the tour components.  

The tour offers five scenarios:  

¶ Signup for a 30 -day trial  

¶ Account administration  

¶ SharePoint site administration  

¶ End user experience  

¶ Convert a trial account to a paid subscription  
 

Because each of these scenarios build s on the previous ones, we strongly recommend that you 

follow the procedures in the order provided. This will help ensure that the system is configured with 

the appropriate users, permissions, and components for each subsequent task.  
 



 

Scenario 1: Sign Up for a 30 - Day Trial  

Microsoft Online Customer Portal is the Web portal where your organization or company can sign up 

to use the Business Productivi ty Online Suite for a 30 -day trial. You can also view details about your 

active subscriptions when you sign in to the Customer Portal.  

¶ To access the Customer Portal, navigate to https://mocp.microsoftonline.com .  

¶ At the top - right of the portal, click Sign in .  

¶ You need to have a Microsoft Windows LiveÊ ID to sign in. If you do not have a 

Windows Live ID, click Sign up for a free Windows Live ID. After your Windows 

Live ID has been created, you automatically retu rn to the Customer Portal.  

¶ On the Customer Portal Sign in  page, type your Windows Live e -mail address 

and password, and then click Sign In .  

¶ The first time you sign in, you will be prompted by the My Profile  wizard to 

create a profile. Enter the appropriate  contact and company information, and 

click through the wizard.  

¶ When the Confirmation  page appears, your user profile has been successfully 

completed. Click Close  to dismiss the window.  

¶ Click the Services  tab of the Customer Portal  

¶ In the Available Options  table, select the check box in the left column next to 

Business Productivity Online Standard Suite . Then, click Add to cart  at the 

top of the table  

 Note If you are working with a Microsoft Online Services partner , click the Find a 

Partner link  on the Shop ping Cart page, and enter the partner identification number in 

the Find a Partner  wizard. Your partner can provide their identification number. If you 

are not working with a partner, you can also use the wizard to locate a partner in your 

area. Microsoft O nline Services partners are technology experts that can provide pre -  

and post - transaction support to meet your business objectives. Click through the wizard 

and when the Confirmation  page appears, click Close  to dismiss the window.  

  

¶ On the Shopping Cart p age, click Checkout  and follow the steps of the Billing  

Information  wizard.  

¶ On the Confirmation  page of the Billing Information wizard, click Proceed to 

activation .  

¶ In the Service Activation wizard, on the Service Provisioning  page, type your 

company domai n name (such as contoso.com ), and then click Next . Fill out 

the required information until you arrive at the Confirmation  page.  

On the Confirmation  page a confirmation number for your order is displayed. When ready, click 

Close  to dismiss the window. The C ustomer Portal displays the Subscriptions page with your trial 

subscription.  
 

https://mocp.microsoftonline.com/


.  

¶ An e -mail will be sent to  your Windows Live ID account that contains your sign -

in credentials. Look for an e -mail with the subject line Welcome to your Business 
Productivity Online Standard Suite subscription  . You must wait for the e -mail 

before proceeding to the next step.  

¶ After  you receive the e -mail, press F5 to refresh the Subscriptions page.  

¶ Click the Choose an action  drop -down list and select Get credentials , Then 

click Go  on the right. The Administrative Credentials  for Business Productivity 

Online Suite are displayed.  

¶ Wri te down the User Name  and Password  provided in the Administrative 

Credentials window.  

¶ Click Go to Administration Center . The Microsoft Online Services 

Administration Center opens in a new browser window.  

¶ Enter your credentials and click Sign in . You must e nter the credentials you 

wrote down in Step 13. Do not enter your Windows Live ID credentials.  

¶ Next you are prompted to change your password. This is required because it is 

the first time that you are signing to the Administration Center. Enter your old 

and new passwords and continue.  

You are now signed in to the Administration Center.  
 

 

 Note  After your 30 -day trial ends, you have an additional 30 days to convert your 

account to a paid subscription before your account, data, and customizations are 

delete d. For more information on how to convert your account to a paid subscription, see 

Scenario 5: Converting a Trial Account to a Paid Subscription  in this document.  

 

 



Scenario 2: Account Administration  

In this section of the t our, you are acting as an IT administrator. You will learn how to:  

¶ Add second administrator account  

¶ Add two users  

¶ Create a distribution list for e -mail  

¶ Configure Live Meeting  

¶ Deploy client software to users  
 

Add Second Administrator Account  

Upon your sign in as an administrator, it is a good practice to create a second administrator 

account. This gives you a backup administration access in case you encounter any problems in the 

future.  

¶ In the Administration Center, on the Users  tab, click the User List  subt ab.  

¶ In the Actions  pane, click Add new user  to start the New User Wizard.  

¶ Follow the steps of the wizard. On the Settings page, under Do you want this 

user to have service administrator permissions, select Yes.  

¶ Complete the remaining steps in the wizard. W hen the Confirmation  page 

appears, the new administrator account has been successfully completed. Click 

Finish  to dismiss the window.  

Adding Users  

In this part of the tour, you will add two new users, Kim Akers and Chris Gray, and then assign 

them a licens e for Exchange Online, SharePoint Online, and Office Live Meeting.  

¶ If you are not currently signed in to the Microsoft Online Services Administration 

Center, go to https://admin.microsoftonline.com  and sign i n with your user 

name and password.  

¶ You will see the Administration Center  page.  

¶ Click the Users  tab.  

¶ In the Actions  area on the right, click Add New User .  

¶ In the user name  field, type Kim .  

¶ Type Kim  and Akers  for first and last names. In the Display  field,  type Kim 

Akers .  

¶ Click Next .  

¶ The Security settings  dialog box appears.  

¶ Copy Kimôs temporary password to the Clipboard or to a file. 

¶ In response to the Do you want to make this user a system administrator? 

question, click No.  

¶ In response to the Do you want to enable this user account? question, click Yes.  

¶ Click Next .  

¶ The Services  window appears.  

a.  Select the check box next to Business Productivity Online Standard Suite.  

b.  Click Create .  

¶ The Confirmation  window appears.  

1.  The user has been successfully created when the You have successfully 

added Kim Akers to Microsoft Online Services message appears.  

2.  (Optional) In the Enter the email address of the recipients:  field, type 

your personal e -mail address (this is the address to which Kim and Chrisôs 

passwords will be se nt).  

https://admin.microsoftonline.com/


 

3.  Click Send .  

4.  The e - mail was successfully sent  message appears when the e -mail 

has been sent to your address.  

5.  To exit the New User wizard, click Finish .  

¶ In the Administration Center, on the Users  tab, click User List . Your new user, Kim 

Akers, should appear in the list of enabled users.  

¶ Repeat the process for another user named Chris Gray , and choose the user name 

of Chris ).  
 

 

Creating a Distribution List  

In this section, you will create a distribution list that includes Kim and Chris.  

¶ Click the Servi ce Settings  tab.  

¶ Click Exchange Online .  

¶ In the Exchange Online  area on the left side of the window, click 

Distribution Lists .  

¶ In the Actions  area on the right side of the window, click New distribution 

list .  

¶ The New Distribution List wizard appears.  

a.  In the  Display name  field, type Contoso Sales .  

b.  In the E- mail alias  field, type sales .  

c.  Click Next .  

d.  In the Distribution list members  window, in the Available 

members  list, select Kim  and Chris , and then click Add .  

e.  When Kim and Chris are added to the Selected membe rs  list, click 

Create .  

f.  In the Confirmation  window, your distribution list will be available 

when the You have successfully created Contoso Sales as a 

distribution list  message appears.  
g.  To close the wizard, click Finish .  



 

 

 
 
Configure Live Meeting  

In this part of the tour, you will configure the time zone, and then set the meeting expiration 

policy ðthe maximum amount of time to wait before deleting meetings and contents ðto 30 days.  

¶ Click the Service Sett ings  tab.  

¶ Click the Live Meeting  tab.  

¶ Under Live Meeting settings, click Administer Live Meetingé 

¶ A new browser window will open. You will be asked to type a user name and 

password. Type your Microsoft Online Services accountôs administrator user 

name and password . 

¶ In the Microsoft Office Live Meeting window, under Administer, click Account .  

¶ Under Account Administration Home, under Administer, click Account 

Preferences.  

¶ Set the time zone to your time zone, and click Submit .  

¶ Under Administer, click Roles and  Policies.  

¶ Click the Edit  icon for Meeting Policies .  

¶ Under Content Expiration , set the maximum amount of time to wait before 

deleting meeting content to 30 days, and click Submit .  

¶ When you have finished configuring Live Meeting, close this browser window, 

and return to the Administration Center.  

 



 

 
 
Deploying Client Software to Users  

Users must install two small applications on each personal computer that will access the Business 

Productivity Online Suite:  

¶ Microsoft Online Services Sign In tool:  This appli cation acts as a single sign -on 

device that allows users to log on a single time and access all the Suite services 

without any additional logon required.  

¶ Microsoft Office Communicator 2007: This is a unified communications 

application that helps end users be more productive by enabling them to 

communicate and collaborate easily with others in different locations or time zones 

using a range of different communication options, including instant messaging 
(IM), voice, desktop sharing, and video.  



 

Deploying Cli ent Software to Users  

Users must install two small applications on each personal computer that will access the Business 

Productivity Online Suite:  

¶ Microsoft Online Services Sign In tool:  This application acts as a single sign -on 

device that allows users to  log on a single time and access all the Suite services 

without any additional logon required.  

¶ Microsoft Office Communicator 2007: This is a unified communications 

application that helps end users be more productive by enabling them to 

communicate and coll aborate easily with others in different locations or time zones 

using a range of different communication options, including instant messaging (IM), 

voice, desktop sharing, and video.  

Install the Sign In Tool  

These instructions describe how you as an admini strator can install the Sign In tool on your usersô 

systems. Alternatively, you may elect to have each user perform the installation themselves.  

¶ If you have not done so already, sign in to the Administration Center. Go to 

https://admin.microsoftonline.com , and log on with your administrator name and 

password.  

¶ In the Downloads  area of the Home  page, next to Microsoft Online Services 

Sign In application , click Download .  

¶ If your browser displays a warning about p op-ups, allow pop -ups from this site.  

¶ A new browser window will open to a page in the Microsoft Download Center. 

Download the Sign In tool installer to your computer, and then run the installer, 

following the setup wizardôs instructions. 

Install Office Com municator  

These instructions describe how you as an administrator can install the Sign In tool on your usersô 

systems. Alternatively, you may elect to have each user perform the installation themselves.  

¶ If you have not done so already, sign in to the Admin istration Center. Go to 

https://admin.microsoftonline.com , and log on with your administrator name and 

password.  

¶ Click the Support  tab, and click Downloads .  

¶ In the Optional  Downloads  area, next to Microsoft O ffice Communicator 2007 , 

click Download .  

¶ If your browser displays a warning about pop -ups, allow pop -ups from this site.  

¶ A new browser window will open to a page in the Microsoft Download Center. 

Download the Office Communicator installer to your computer,  and then run the 

installer, following the setup wizardôs instructions. 

 

https://admin.microsoftonline.com/
https://admin.microsoftonline.com/


 

(Optional) Associate  Your Company Domain Name with Your Account  

This optional exercise is for those administrators who want to associate your company domain 

name (such as ñcontoso.comò) with your Business Productivity Online Suite. By following these 

steps, your account will allow you to configure mailboxes with a format similar to 

kima@contoso.com instead of your initial assigned domain, which resembles 

kima@contoso1com.microsoftonline.com.  

¶ Open the Add New Domain Wizard  in the Microsoft Online Services Administration 

Center in one of two ways:  

1.  If you have not yet created a new domain entry for your company in Microsoft 

Online Services, on the Administration Center  home page, in the Tasks I 

Need To Do  pane, click Set up primary domain to enable e - mail .  

2.  In the Administration Ce nter, click Users , click Domains , and then click New .  

¶ In the Domain Name  box, type the name of your company's domain (for example, 

contoso.com).  

¶ In the Type  area, select the type of domain you want for your e -mail service:  

¶ Select Authoritative  if you want Microsoft Online Services to be the primary 

authority for all your companyôs e-mail mailboxes. This is the default setting.  

¶ Select External Relay  when you have other company e -mail mailboxes that reside in 

another location. This is recommended for e -mail c oexistence.  

1.  Click Create .  

2.  The Confirmation  page of the Add New Domain Wizard appears. On the 

Confirmation  page, carefully check the domain name and type you provided.  

3.  To start the process of verifying your new domain, select the Start the 

Verification wiza rd when this window is closed  check box.  
 

 Notes  

¶ You must verify your company's domain before you can add users or use the domain 

to send or receive e -mail. For information about how to verify a domain, see ñVerify a 

Domain from Any Registrarò at http://www.microsoft.com/resources/Technet/en -

us/MSOnline/bpos/index.html?page=html%2F197462d8 - fba2 -46fa -9833 -

7c6cfcee3096.h tm . Subdomains are automatically verified if their parent domains are 

verified. For example, if you have already verified a domain named contoso.com and 

you add a subdomain named na.contoso.com, it will be automatically verified. You can 

add and verify a domain only one time. If someone else has already added and verified 

a domain, an error will be generated if you try to add that domain.  

 

¶ If the domain you are adding was previously owned by another Microsoft Online 

Services customer, you must wait 24 hour s after verifying the domain before you 

add users, contacts, or distribution lists to your new domain. This prevents 

possible access to this information by the previous domain owners.  
 

For more information about using domains with Microsoft Online Serv ices, see ñManage Your 

Domainsò at http://www.microsoft.com/online/help/en -

us/bpos/index.html?page=html%2F9a3ce123 -779b -428b -a0b8 -effd6e89f0eb.htm . 

 

http://www.microsoft.com/resources/Technet/en-us/MSOnline/bpos/index.html?page=html%2F197462d8-fba2-46fa-9833-7c6cfcee3096.htm
http://www.microsoft.com/resources/Technet/en-us/MSOnline/bpos/index.html?page=html%2F197462d8-fba2-46fa-9833-7c6cfcee3096.htm
http://www.microsoft.com/resources/Technet/en-us/MSOnline/bpos/index.html?page=html%2F197462d8-fba2-46fa-9833-7c6cfcee3096.htm
http://www.microsoft.com/online/help/en-us/bpos/index.html?page=html%2F9a3ce123-779b-428b-a0b8-effd6e89f0eb.htm
http://www.microsoft.com/online/help/en-us/bpos/index.html?page=html%2F9a3ce123-779b-428b-a0b8-effd6e89f0eb.htm


 

Scenario 3: SharePoint Administration  

In this section of the tour, you are still in the role of an end user, but you will be exploring more 

capabilities of Microsoft Office SharePoin t Online. You will learn how to do the following:  

¶ Create a SharePoint Site collection  

¶ Create a wiki site  

¶ Create a blog site  

¶ Create a survey  

Create a SharePoint Site Collection  

Follow this procedure to create a SharePoint site collection for your sales pers onnel.  

¶ If you have not done so already, sign in to the Administration Center. Go to 

https://admin.microsoftonline.com , and log on with your administrator name 

and password.  

¶ Click the Service Settings tab, and  click SharePoint Online.  

¶ In the Site Collections  area, click New .  

¶ The New SharePoint Online Site Collection Wizard appears.  

1.  In the Title  field, type Sales Portal .  

2.  In the Description  field, type any description.  

3.  In the Send access requests and notification s to this email address field, 

type kima@yourdomainname.microsoftonline.com.  

4.  In the Allocated storage for this site collection  field, type an 

appropriate amount of storage.  

5.  Click Create .  

The Confirmation window appears once your site collection has been cr eated.  

 
Give Kim Akers and Chris Gray Permissions to the Site Collection  

¶ Click the Service Settings tab.  

¶ Click SharePoint Online.  

¶ In the Site Collections area, click Sales Portal.  

¶ The Edit SharePoint Online Site Collection Wizard appears.  

1.  Select the Site c ollection permissions tab.  

2.  Under Site collection users, click Go to SharePoint to add permissions now.  

3.  A new browser window opens. You are prompted to type a user name and 

password. Type your Microsoft Online Services accountôs administrator user 

name and password . 

4.  In the Sales Portal  window, click New , and then select Add Users .  

5.  In the Users/Groups  box, type Kim Akers; Chris Gray , and then click 

the Check Names  icon to confirm their entries are recognized.  

6.  Under Give Permission, select the Full Control ï Has full control button.  

7.  Click OK .  

Kim and Chris now have permission to fully access the SharePoint site collection.  

https://admin.microsoftonline.com/


 

Create a Wiki Site  

Follow this procedure to create a wiki site for your sales team.  

¶ Click the Service Settings tab.  

¶ Click SharePoint Online . 

¶ In the Site Collections area, next to Sales Portal, click Go to site.  

¶ A new browser window will open to the Sales Portal  site collection. In the 

upper - right corner of the window, click Site Actions , and then click Create .  

¶ Under Web Pages, choose Sites an d Workspaces.  

¶ Enter an appropriate title, description, and URL name (such as sales_wiki ) in 

their respective fields.  

¶ Under Select a template, select Wiki Site.  

¶ Click Create .  

¶ Your wiki site is now created. The default Welcome text is displayed, but you can 

click edit  to add more content, change fonts, add links, and so on.  

¶ When you are finished, close your wiki window.  
 

 



 

Create a Blog Site  

Follow this procedure to create a blog site. The steps are very similar to creating a wiki.  

¶ Click the Service Settings  tab.  

¶ Click SharePoint Online.  

¶ In the Site Collections area, next to Sales Portal, click Go to Site.  

¶ A new browser window will open to the Sales Portal  site collection. In the 

upper - right corner of the window, click Site Actions , and then click Create .  

¶ Und er Web Pages, choose Sites and Workspaces.  

¶ Enter an appropriate title, description, and URL name (such as sales_blog ) in 

their respective fields.  

¶ Under Select a template, select Blog.  

¶ Click Create .  

¶ Your blog is now created. The default Welcome text is disp layed, but you can 

click edit  to add more content, change fonts, add links, and so on.  

¶ When you are finished, close your blog window.  
 

Create a Survey  

This procedure steps you through creating a survey that is posted on your SharePoint Online site.  

¶ Click t he Service Settings tab.  

¶ Click SharePoint Online.  

¶ In the Site Collections area, next to Sales Portal, click Go to site.  

¶ A new browser window will open to the Sales Portal  site collection. In the 

upper - right corner of the window, click Site Actions , and the n click  Create .  

¶ Under Tracking , choose Survey .  

¶ In the Title field, type customer satisfaction.  

¶ In the Description field, type We want to know what you think. How satisfied are 

you with our support experience?  

¶ Click Next .  

¶ In the Question field, type How sa tisfied are you with our support experience?  

¶ Under Require a response to this question, select Yes.  

¶ In the Type each choice on a separate line field, type:  

Very Satisfied  

Satisfied  

Not Satisfied.  

¶ Click Finish .  

¶ Your survey has been created. Click the Home  t ab, and you will see Customer 

Satisfaction  in the left navigation pane.  

¶ When you are finished, close your Sales Portal window.  
 

 



 

 
 
Scenario 4: End User Experience  

In this section of the tour, you are taking on the role of an end user. You will learn how to do the 

following:  

¶ Use the Microsoft Online Services Sign In tool  

¶ Launch Outlook 2007 from the Sign In tool  

¶ Configure Outlook e -mail for your Windows Mobile 6 device  

¶ Schedule a Live Meeting from Outlook  

¶ Synchronize SharePoint folders into Outlook  

¶ Take a survey in SharePoint  

¶ Publish to a SharePoint blog from Microsoft Word  
 

Using the Microsoft Online Services Sign In Tool  

First Time Use;  

This procedure steps you through the first time that you start the Sign In application, where you 

will be prompted to c hange your password.  
 

  Note  If you share your computer with others, we recommend that you take the 

following extra precautions to maintain the privacy of your account:  

¶ Do not select the options to remember your user name and password.  

¶ Be sure to sign ou t at the end of each session.  

 

 


