Getting Started with the Trial

These directions will help you setup and Trial the Microsoft Exchange Standard offedrdgriio trial
Microsoft Exchange Standard you will neecttivate theMicrosoft Business Productivity Online
Standard Suite

NOTEWhile these directions help users from any platform to activate the trial, add users, and migrate
their data, these instructios are particularly simplified f@?OP3/IMARIsers who typically do not set up
e.g. directory sync. Please dd&crosoft Online Services TechCeri@radditional resources.

1 Inyour browsergo tohttps://mocp.microsoftonline.com
1 If you see the followingvindow, SelectUnited StatesclickContinue
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1 Youwill see/continue to the followingvindow.


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

Microsoft: Online Services

Customer Portal

Catalog
| (5 Getting Started _ N Things I Need To Do
To try or buy a service from Microsoft Oniine S rour Windows Live ID. If you do not have a Windows Live ID, v
s fo&ow:hesteps c:g;;xeahc:z)w s Live LD, If you no ea ws Live 1D, you can
Sign in using your Windows Live ID,
Available Options
Create a profile for yourseif and for
your company. f8 Microsoft Business Productivity Online Standard Suite
A set of Microsoft hosted messaging and collabaration solutions consisting of
Select 3 service and add it to the
shopping cart. o Microsoft Exchange Online
e Migosoft SharePoint Online
After checking out, open the o Microsoft Office Live Meeting
Subscriptions tab, and then
activate service.
VR PO View Avaiable Services | Learn more,..
&9 Microsoft Office Live Meeting
. 8, Support A Microsoft hosted Web conferendng solution.
Sead nels? Wers here for you View Avaiable Services | Learn more, ..
Get Support Now

1 For thewindowabove, you wilheed a Windows Live ID (WLID).
1 See theThings | Need To Dsection
o If you doNOThave a WLID, select the linkeate one hee
o ELSE, If yadbOhave a WLID,lpase select the lingign in ow
A You will be asked to Enter your WLHMEil address and password
9 Aftersigning in or creating yoWWLID, you will be brought to the followingindow asking you
to enter Contact Information



My Contact Information

Enter your nformabon
"Required

* First name: * Last or famiy name: * E-mad address:

Example: someone Bexample, com

|1 agree that Mirosoft may use e-mal and other contact information to provide
additional information and offers regarding my subscripbion as described in the
Privacy Statement for the service,

Address Information

* Address ine 1: Address ine 2: Address ine 3:
Address Ine 4: * City: .. Stavtc of province :
< Select > -
* ZIP or postal code: * Country or region: * Preferred longuage:
98052 Ursted States - Engish-US -
* Phone number:

Example: 2065550123

U1 agree that Mrosoft may use my phone number to provide additional information
and offers regarding my subscription, as desaibed in the Privacy Statement for the
servge.,

® 2008 Microsoft Corporation. All rights reserved,

| @b piacy Statement | Service Acreement | Code of Conduct | Sugoort | next |

9 Fill out all of the information, SELEBO@THCheck Boxes, and preldsxt
9 You will then be asked to fill in the form shown bhelo

My Company Information

Enter your information.

* Name of organization or company:

Web site address:

* Primary activity:

* Number of employees:
Select v

1 After entering your informationPress theNext button
1 You will then be asked to verify your Shipping Addrédadownot displayed herg




1 Press therinishbutton
1 Next, you will beshown the following confirmatiowindow

Confirmation

J Click Close to submit your information.

To update My Profile at any time, on the Home tab, under Actions, dick Edit
Profile.

1 Select theClosebutton
1 Nextwe will show you how to get help. If this is not a concern, you can skip theseetxbn

Sig

(Contacting Supporgnd go directly t&igning Up for the Trial

ning up for the Trial

Once Signed in with your WLID, the followinigdow will be displayed

T
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Microsoft:Online Services

Customer Portal

Home - (15l Subscriptions

£ View Available Options ¥ Add to Cart
Microsoft Business Productivity Online Standard Try Buy
Suite [¥] ' Business Productivity Online Standard Suite Detais. .. v
TP ¢ Pabale ’
Microsoft Office Live Meeting Office Live Meeting Standard Detais.., v
Business Praductivity Online Standard Suite Detais, ., ,/
7, Getting Started | | SharePont Oniine Standard Detas... v
o = ' Exchange Online Standard Detais.., Y 4
To try or buy a service from Microsoft Oniine SharePoint Online Extra Storage Dotaks:. J
Services, follow the steps ,
Exchange Onine Extra Storage Detais.., v

Sign in using your Windows Live ID.

Check theBusiness Productivi@nline Standar&uitebox

o NOTE: Itis only possibleToialExchange Online Standard through the Standard Suite
ClickAdd to Cart
You will then se¢he following checlout screen



Microsoft:Online Services ) | Signowt | *
Customer Portal

Home Catalog Subscriptions Shopping Cart (1 ite e

¥ shopping Cart

)l
)l

Shipping Address:

Unit Service Name Type Partner Why?  Unit Price/Mo Discount Total
B e f t F

Subtotat: $0.00

Tax .00

Total per month: $0.00

< Back to Cataiog Update Total Proceed to Checkout >

This screen will allow you to trial the Microsoft Onlidesiness Productivity Online Standard
Suiteservice for a period of time.
A fewIMPORTANIiotesregardingthis window:

0 Quantity represents how many users can be editb the service. You cannot change
the quantity. If you require more users (licenses) to Trial, you can incteagaeumber
of usersafter you have completed signing up for the Triadr further details, se How
to Extend your Trial or Add Seditsum post.

0 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, plesfse to
communications you have received from the Microsoft Online teagarding your trial
period.

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

o Ifyou are self provisioningnd are confident in the procesgou will na need a partner.

If you have a large number of seats, you may wish to consider the services of a partner.
Select theProceed to Checkout
You will then be presented with the following window



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

Please read the entire Agreement before accepting the terms and conditions

*Required

-

This Microsoft Oniine Subscription Agreement ("Agreement”) is entered into between (5
Customer and Microsoft Corporation. This Agreement consists of: (1) these terms and
condtions; (2) the Onine Services Use Rights and SLA's appiicable to Onine Services
licensed under this Agreement; and (3) any Orders. This Agreement i effective on

the date it is submitted and accepted on the Micosoft Online Services Customer

Portal,

Terms and Conditions

A Note on Section Summaries: Some sections of this Agreement have a
summary at the bagnning. These summaries are intended for ease of reference

il wam mm b mmmeh A€ M Ao b TE i o1 e B b dbe M b b

For nformation on how your data will be handed, see the Privacy statement,

= [F] By chedking this box and entering your name below, you represent that you have
“ read and understand the above Agreement, have authority to bind Customer, and
that Customer agrees to be bound by the Agreement terms and the websites therein,
This Agreement is effective as of: November 17, 2008.

Customer: Microsoft
Erfk Guns0
*By:

Tite:
E-mad address: erkgunSOZhotmal.com

© 2008 Microsoft Corporation. All rights resarved.

Privacy Statement | Service Agreement | Code of Conduct | Support

[saccmpt | | conce |

YouMUSTscroll down to the bottom of the Terms and Conditions before you can aticept
Terms and Conditionghe checkbox will not enable until you do so).
Once scrolled down, check the chbok andenter the ByandTitle fields
Thenclickthe | Acceptbutton

A confirmationwindow will be displayed



Billing Information (=]

Confirmation
Your order confirmation number = : 1000012826
A confirmabon emal has been sent to : erikgunS0@hotmail.com

i Add msonlineservicesteam@microsoftonline.com to your
Safe Senders kst to avoid e-mads bang dscarded as Junk E-Mal
or spam,

Cick Close to view the subscriptions ready for you to activate

© 2008 Microsoft Corporation. Al rights reserved.
@10 ooy Statement | Service Acreement | Code of Conduct | Suppot =N

9 After clickingthe Closebutton, you will see the following/indow

Microsoft Online Senvices

Customer Portal

| 1, Getting Started Things I Need To Do

You have ong o More AbocrOboNg ready for you 10 actvate,

To ¥y or buy » senvice from Microsoft Online ate i, and then, in the Actions kst for thet subsarption, select Activate now, and dck the arrow

Services, follow the steps

Son n usng your Windows Live ID,
|
Create a profie for yourself and for Subscription
Vo 5 Subscription Mame Quantity | 3 o er Status 13 Actioas
Business Productvity Online 20 Lcenses Awatng Choose an acton - o
Select a service and add it to the Ssandard Suste Actvation [Chooseanacton. |
A an acton
shoppe cart. More . LT —
After chedung out, open the

1 At this point you lave signed up for a Trial but it hast yet beenactivated
1 Toactivate your Triglscroll down in the Actions selectiom, selectActivate nowand press
the Green Arrowon the right side
1 You will see avindowthat asksyou for your Domain Name and yoRaromotioncode
o Domain name



A Your domain name is the name associated with your current esadunt For
examplef your account igohn@contoso.corthen you will entethe domain
namecontoso.com. If you do not have an email account, then it can be any
domain you own.

A This domain will not affect your current mail domainat this time (more about
this later)

A DoNOTaddwww in front of your domainyww.contosocom=BAD
contosacom = GOOD)

o Promotion Code

A Some customers may receivéeomotionCode(alphanumeric stringirom
Microsoft This code may be uséal enable special priog, extend trial time,
and/or providegreater number oftial seatsFor these customers take
advantage of these promotionaknefitsthey must use thisPromotioncodein
the form below.

Service Activation [£=]
Service Provisioning -

Requred

Subscriptions are provisioned in the order that they are recerved. Your technical contact wil
be notified by e-mall once your service is activated,

TO provison your service, Microsoft wil reate a temporary domain for your company. Thes
temporary comain is based on 3 1 of the doman you enter here, 8 number, and
domain, n order to create a unique address. For example, If you enter

contoso.com, your temporary doman could be contoso 1. microsoftonine, com

* Doman name:

Before you can activate 8 new subsaption and iink it to an exasting domain, the existing £
domain must aiready be active. If you do not want to wait for the domain to become
active, a new domain will be created
You will be assigned 3 permanent domain after your chosen domain has been verified a5
available. We cannot guarantee that the domain name you request wil be your
permanent domain,
Promotion Code
rosoft Business Productivity Oniine Standard Suite is avaliable in the United States only
NS &ré ProvIson order that they are received. You wil be notfied by e-
mad once your account is activated, This may take up to 24 hours.,
If you have been given a promotion code by your Microsoft Accredited Partner, enter in the
following field, The promotion code entities you for priority actvaton of your subscriptons.
Promotion code:
L ) g o TN - Next | Cancel
9 ¥ Privacy Statemant | Service Agreement | Code of Conduct | Support Eoor  (Ehoetar¥h)

1 After entering youPromotioncode and domainglickthe Next button
1 You will then be asked to provide a technical contact for your email accounts.


mailto:John@contoso.com

o |Ifthere 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 theown as well as accounts for others

| Service Activation [£3]

Service Provisionng

Technical Contact Service
> Provisioning has
been updated
Require successfully.
¥| Copy my contact nformation
" First name: * Last or family name: * E-mad address:
Dave Smith Myt MactS @hotmad. cor
Example: someone Zexample.com
-
Address ne Address ine 2 Addre: -
man street
Address ine 4 Cty:
Redmond Washington v
* ZIP or postal code: * Country of regon: * Preferred language:
93052 United States v Engheh-US v
Phone number:
4255551212
s page will ondy be used for providing and supporting the
¢ Please see the Privacy Statement.,
Hel - = . = Pr 5 Next |
9 “P  Privacy Statement | Service Agreement | Code of Conduct | Support cmx{, |t ,‘ ancd

9 After entering in d required information, select th&lextbutton

1 After a moment, gu will then see a Summary email (Misplayed herg This summary will
showthe Account Owner, Tehnical Contact, and your domain name. NOTE that your domain
namehas a number (most likely the numb®&rappended to it. This is normal and is used to
uniquely identify your domain in the Microsoft Online service.

9 Clickthe Finishbutton

1 You will now se¢he following confirmatiorwindow



Service Activation

Service Provisonng

y Confirmation

Jﬂ*an’- you for activating the following
Business Productivity Online Standard Suite
Microsoft Online Services will now complete the sat up which may take up to 24

hours.

Next steps:

1. Further set up nstruchons have been sent to erkgun @mcrosoft.com.
-

2. After recening the message, sign in to Marosoft Online Services Customer
Portal, then on the Subscriptions tsb, select your subsaription, and then
in the Actions ist, dick Get Credentials.

i Add msonlineservicesteam@microsoftonline.com to your
Safe Senders kst to avod e-nads being dscarded as Junk E-Mal
of Spam.

If you have any questions, contact Support.

oHeb 2 2008 Microsoft Corporation. Al rights reserved,
Privacy Statement | Service Agreement | Code of Conduct | Support

9 Clickthe Closebutton

91 Inthe resulting window, you widlee that your activation is in progress (select khere link to
expand details)



| Microsoft Online Senvices

[ Customer Portal

. Getting Started Your Subscriptions
To try or buy a service from Microsoft Online Subscription .
Services, follow the steps Subscription Name Quaatiy 1dentifier Status (13 Actions
Busness Froductvity Onine :* Licenses 't""‘\'." com ACOvabon in
Sign in using your Windows Live ID. Standerd Sute Srdoress Choose an acton v
More .
Create a profie for yourself and for cx:
A s Business Productivity Onfine Standard Suite
Select 3 service and add 1t to the Active ; 11/17/08 - 12/17/08
whopping cat. Type: TRIAL
Afer the Owner : Erik Gun50
Sicg ek eome Partner:  N/A
Subscriptions tab, and then :
actvale your service. ID#: 169160001

Status : Activation in Progress

Your subscription & currently beng set up.
o Maosoft Exchange Onling - ACtvaton n Progress
i Aas,s,uy_ VD_ < ,l . d o Maosoft SharePont Onine - Activation n Progress

Need help? Were heve for you * Moosoft Office Live Meetng - Actvation in Progress

| Get Support Now |

1 If you have used a prontion code, activation typicalltakes 4590 minutes. If you did not use a
promation code, activation should occur overnigiftease check back to this portal
(https://mocp.microsoftonline.conperiodically to check its progress. Remembesigmn in with
your WLID

o If you have used BromotionCode AN[ctivationis 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 pepp warning, go ahead, clich the Retry button).

o If you did not use #romotionCode and activation is not complete af@t hours,
pleasecontact support.

o0 Please note: Ifittps://mocp.microsoftonline.comis left inactive for a periodf time,
you may need to sigin again to access your Microsoft Online services. Theisigan
be found inthe upper right hand corner

e ————

% Microsoft Online Services Customer Portal -Wildmhm‘-r
” - ppp—_——
OO * | https://mocp.microsoftonline.comy/Site/Default.aspx
e e e .

W G52 | 48 Welcome to Microsoft Onl | 48 Microsoft Online Sendc... X | f2 v B = i v kPage~ @

' MicrosoftOnline Services

Customer Portal

7, Getting Started [ Things 1 Need To Do 3 Actions



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

| After successful completion, ydimd each of the three servicésK 2 6 Ay 3 & { SNIBA OS
Status : Service Active

This offer now enables you to use the following services.

# Microsoft Exchange Online - Service Active
# Microsoft SharePoint Online - Service Active
# Microsoft Office Live Meeting - Service Active

9 In addition, yu will also be sent an email providing instructions on logging into the service.
1 Next, while in the Customer Portdit{ps://mocp.microsoftonline.conj, select theSubscriptions
tab andchoosethe Get Credefials item in the drop down box to the right. Click on tGeeen

Arrow

Microsoft Online Services

Customer P

| Home Catalog |

Getting Started Your Subscriptions

To Yy or bu service from Mcrosoft Oniine Sabscription
y g L S Y T ILANaTs S Subscription Name Quantity ¢

Status Actions
Services, folow the steps 1dentdier "

Sign in usng your Windows Live 1D, MM : :c::‘n -
More View subscrption detals
Create 3 profie for yourself and for Bt service detals
YOUr COMpATY Buy now
Select a service and 2dd it to the Add /€% partrer
1 Bring up the site  https://admin.microsoftonline.com in another browser window or browser tab
1 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.
1  Upon successful sign -in, you will be asked to immediately change your password.
o0 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

1 Inthe 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
0 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

