
 

 

Getting Started with the Trial 
 
These directions will help you setup and Trial the Microsoft Exchange Standard offering. In order to trial 
Microsoft Exchange Standard you will need to activate the Microsoft Business Productivity Online 
Standard Suite.  

NOTE: While these directions help users from any platform to activate the trial, add users, and migrate 
their data, these instructions are particularly simplified for POP3/IMAP users who typically do not set up 
e.g. directory sync. Please see Microsoft Online Services TechCenter for additional resources. 

 

¶ In your browser, go to https://mocp.microsoftonline.com  

¶ If you see the following window, Select United States, click Continue 

 
 

¶ You will see/continue to the following window. 

http://technet.microsoft.com/en-us/msonline/default.aspx
https://mocp.microsoftonline.com/


 
 

 

¶ For the window above, you will need a Windows Live ID (WLID).  

¶ See the Things I Need To Do section 

o If you do NOT have a WLID, select the link create one here 

o ELSE, If you DO have a WLID, please select the link Sign in now 

Á You will be asked to Enter your WLID E-Mail address and password 

¶ After signing in or creating your WLID, you will be brought to the following window asking you 

to enter Contact Information 

 



 
 

 

¶ Fill out all of the information, SELECT BOTH Check Boxes, and press Next 

¶ You will then be asked to fill in the form shown below 

 
¶ After entering your information, Press the Next button 

¶ You will then be asked to verify your  Shipping Address (Window not displayed here ) 



¶ Press the Finish button 

¶ Next, you will be shown the following confirmation window 

 
¶ Select the Close button 

¶ Next we will show you how to get help. If this is not a concern, you can skip the next section 

(Contacting Support) and go directly to Signing Up for the Trial 

Signing up for the Trial 
 

Once Signed in with your WLID, the following window will be displayed 
 

 
 

 

¶ Check the Business Productivity Online Standard Suite box 

o NOTE: It is only possible to Trial Exchange Online Standard through the Standard Suite 

¶ Click Add to Cart 

¶ You will then see the following check-out screen 



 
¶ This screen will allow you to trial the Microsoft Online Business Productivity Online Standard 

Suite service for a period of time.  

¶ A few IMPORTANT notes regarding this window: 

o Quantity represents how many users can be added to the service. You cannot change 

the quantity. If you require more users (licenses) to Trial, you can increase the number 

of users after you have completed signing up for the Trial. For further details, see How 

to Extend your Trial or Add Seats forum post. 

o The trial lasts, by default, 30 days. HOWEVER, certain Microsoft customers will have an 

extended period of time to trial the service. For these customers, please refer to 

communications you have received from the Microsoft Online team regarding your trial 

period. 

o You will not be charged for the Trial until you elect to move onto the service. 

o If you are self provisioning and are confident in the process, you will not need a partner. 

If you have a large number of seats, you may wish to consider the services of a partner. 

¶ Select the Proceed to Checkout.  

¶ You will then be presented with the following window 

http://forums.microsoft.com/TechNet/ShowPost.aspx?PostID=4154988&SiteID=17


 
¶ You MUST scroll down to the bottom of the Terms and Conditions before you can accept the 

Terms and Conditions (the checkbox will not enable until you do so). 

¶ Once scrolled down, check the checkbox and enter the By and Title fields 

¶ Then click the I Accept button 

¶ A confirmation window will be displayed 



 
¶ After clicking the Close button, you will see the following window 

 
 

 

¶ At this point you have signed up for a Trial but it has not yet been activated.  

¶ To activate your Trial, scroll down in the Actions selection box, select Activate now and press 

the Green Arrow on the right side 

¶ You will see a window that asks you for your Domain Name and your Promotion code 

o Domain name 



Á Your domain name is the name associated with your current email account. For 

example, if your account is John@contoso.com then you will enter the domain 

name contoso.com . If you do not have an email account, then it can be any 

domain you own. 

Á This domain will not affect your current mail or domain at this time (more about 

this later) 

Á Do NOT add www in front of your domain (www.contoso.com=BAD, 

contoso.com = GOOD) 

o Promotion Code 

Á Some customers may receive a Promotion Code (alphanumeric string) from 

Microsoft. This code may be used to enable special pricing, extend trial time, 

and/or provide greater number of trial seats. For these customers to take 

advantage of these promotional benefits they must use this Promotion code in 

the form below. 

 
 

 

 

¶ After entering your Promotion code and domain, click the Next button 

¶ You will then be asked to provide a technical contact for your email accounts. 

mailto:John@contoso.com


o  If there is only one email user, than the user and technical contact can be the same.  

o If there are multiple email users, then the technical contact will be the person 

responsible for setting up their own as well as accounts for others. 

 
 

 

¶ After entering in all required information, select the Next button 

¶ After a moment, you will then see a Summary email (Not displayed here). This summary will 

show the Account Owner, Technical Contact, and your domain name.  NOTE that your domain 

name has a number (most likely the number 1) appended to it. This is normal and is used to 

uniquely identify your domain in the Microsoft Online service. 

¶ Click the Finish button 

¶ You will now see the following confirmation window 



 
 

 

¶ Click the Close button 

¶ In the resulting window, you will see that your activation is in progress (select the More link to 

expand details) 



 
 

 

¶ If you have used a promotion code, activation typically takes 45-90 minutes. If you did not use a 

promotion code, activation should occur overnight. Please check back to this portal 

(https://mocp.microsoftonline.com periodically to check its progress. Remember to sign in with 

your WLID 

o If you have used a Promotion Code AND activation is taking more than a three hours, 

please contact support 

o If the status is not updated, while logged in press the F5 (refresh) button on your 

keyboard (if you get a pop-up warning, go ahead, click on the Retry button). 

o If you did not use a Promotion Code and activation is not complete after 24 hours, 

please contact support. 

o Please note: If https://mocp.microsoftonline.com  is left inactive for a period of time, 

you may need to sign-in again to access your Microsoft Online services. The sign-in can 

be found in the upper right hand corner. 

 

https://mocp.microsoftonline.com/
https://mocp.microsoftonline.com/


¶ After successful completion, you find each of the three services ǎƘƻǿƛƴƎ ά{ŜǊǾƛŎŜ !ŎǘƛǾŜέΦ  

 
¶ In addition, you will also be sent an email providing instructions on logging into the service.  

¶ Next, while in the Customer Portal (https://mocp.microsoftonline.com ), select the Subscriptions 

tab and choose the Get Credentials item in the drop down box to the right. Click on the Green 

Arrow  

 
 

¶ Bring up the site https://admin.microsoftonline.com  in another browser window or browser tab  

¶ Copy and paste your username and passwor d that is displayed in  the 

https://mocp.microsoftonline  pop -up window  to the https://admin.microsoftonline.com  login 

window  

o NOTE: If you copy and paste, be careful NOT  to include a space at the end of the 

password.  

¶ Upon successful sign - in, you will be asked to immediately change your password.  

o NOTE: This username and password gives administrator access. W ith these credentials, 

you can configure the Trial, add other  admins or users , migrate mail box data, etc  

¶ In the Microsoft Online Administration Services window select the Home  tab  

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


 

 

¶ Next, p lease review the Quick Start guide  under  the Get Started section found in the upper 

left corner  

o In particularly please review  steps two (2) through five (5). You have already 

completed step one (1).  

¶ Now that you have reviewed  this help content , we  will highlight the steps most typical (e.g., 

POP3/IMAP ) users  perform  to configure their Microsoft Exchange Online service  

  

http://www.microsoft.com/resources/Technet/en-us/MSOnline/bpos/index.html?page=html%2f8a097e28-2633-44b4-8a2b-2be4f4753dd1.htm

