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https://admin.microsoft.com

and sign in with your
.onmicrosoft.com credentials.

Logging In to the Microsoft 365 Admin Center

< > G

B Ssignin to your account

| () https://login.microsoftonline.com/common/oauth2/authorize?client_id=00000006-0000-0ff1-ce00-000000000000&response_mode=form_...

Be Microsoft
Sign in

Email, phone, or Skype

No account? Create one!

Can't access your account?

Q\  Sign-in options
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Adding Users and Activating Licenses

a Go to https://admin.microsoft.com
and sign in with your .onmicrosoft.com
credentials.

R Users A

| Active users
Contacts

Guest users

Click Users: then select
D - , & asic Set up the basics
Active users and +Add a user.
O Product | To get started, fill out some basic information about who you're adding as a user.
(O Optional settings First name Last name
|
Sl Display name *
|
Add the user's information. —

Automatically create a password

You can add more information
for the user in the other
sections by clicking on the
appropriate section.

Next Cancel
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In the Password section,
you can choose how the
user's initial password is
generated. We recommend

auto-generating a password.

Enter the email of the
user who will receive the
login credentials and a
link to log in.

Password settings

@ Auto-generate password

o

() Let me create the password

Require this user to change their password when they first sign in

Send password in email upon completion

J
™
Send password in email upon completion
Email the new password to the following recipients *
J

Adding, Activating, Editing, and Deleting Users
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Assign product licenses The Product Licenses section will include the full list of all your
nonprofit's active (current) licenses.

Assign the licenses you'd like this user to have.

Select location *

e e - e Click on the license to assign one of those licenses to
R your user. You can turn off specific features of each
Licenses (2)* . .
assigned license.

@ Assign user a product license

Microsoft 365 Business Basic
6 of 7 licenses available

] Office 365 E1 G Once you have completed setting up the new user

7 of 7 licenses available account, click Next to finalize adding the user.

Power BI (free)
Unlimited licenses available

O Create user without product license (not recommended)

They may have limited or no access to Office 365 until you assign a product
license.

Apps (23) WV

Back
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All new staff you add to your
Microsoft tenant will default to User
You can choose what role you'd like to assign for this user, and fill in additional profile (no administrator CZCCQSS) aCCOUntS-

information.

Optional settings

Roles (User: no administration access) AN

Admin roles give users permission to view data and complete tasks in admin centers. Give users only the access they need by assigning the least-permissive role.

Learn more about admin roles TO aSSign a different rOIe to your
®) user (no admin center access) user, simply select the most
OAdmincenteraccess approprlate r0|e.

Global readers have read-only access to admin centers, while Global admins have unlimited access to edit all settings. Users assigned other roles are more limited in
what they can see and do.

exchange Administrator (©

Global Administrators have access to all the controls in Microsoft 365.

If you want to give access to only one part of your Microsoft tenant, you can make them a Customized Administrator
and select which role to assign them admin privileges to (to SharePoint, for example).

Adding, Activating, Editing, and Deleting Users
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Editing Users

Q 0 Go to https:/admin.microsoft.com and sign in
e with your .onmicrosoft.com credentials.

| Active users

Contacts e Click Users:; then select Active users.

Guest users

Deleted users e

Select the user you want to edit. This will open a slide-out window ——
with the user details. You can search the list of users by display
name or email address.

Active users

A, Add auser & Add multiple users £ Multi-factor authentication ., Delete auser () Refresh ) Reset password ¥ Exportusers *** Y Filter] O search =
Display name T Username Licenses @ Choose columns
User TechSoup : user@techsoup.onmicrosoft.com Power Bl (free)
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You can

Manually reset the Block the user Delete

user's password.

Edit and change many of the user's settings, including:
- Email aliases
- Product licenses (adding, editing, or removing them)

- Role (Note: Only a Global Administrator can do this)

Change their email and OneDrive settings.

from sign-in. the user.

Account Devices Licenses and apps

Username
user@techsoup.onmicrosoft.com
Manage username

Sign-out (5)

Sign this user out of all Office 365
sessions.

Sign out of all sessions

Groups
All Users

Manage groups

Contact information
Display name
User TechSoup

Phone number

Manage contact information

Office activations (7))

View Office activations

User TechSoup

€\ Reset password Q) Block sign-in A, Delete user

Mail OneDrive

Last sign-in
No attempts in last 30 days
View last 30 days

Alternate email address
None provided
Add address

Roles
No administrator access

Manage roles

First name

User

Last name

TechSoup

Adding, Activating, Editing, and Deleting Users
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The Mail section allows you to forward all emails coming
into the user's Outlook to another email address, set up
mailbox permissions and automatic replies, etc.

Account Devices Licenses and zpps

Mailbox permissions

Read and manage permissions (0)
Send as permissions (0)
Send on behalf of permissions (0)

Show in global address list
Yes

Manage global address list visibility

Automatic replies
Off

Manage automatic replies

12 Adding, Activating, Editing, and Deleting Users

User TechSoup

€\ Reset password Q) Block sign-in A, Delete user

Mail OneDrive

Email apps
All apps allowed

Manage email apps

Email forwarding
None

Manage email forwarding

More actions

Convert to shared mailbox
Edit Exchange properties

User TechSoup

€\ Reset password Q) Block sign-in S, Delete user

= X

Block sign-in
user@techsoup.onmicrosoft.com

Blocking someone prevents anyone from signing in as this user, and is a good idea
when you think their password or username may have been compromised. When you
block someone, it immediately stops any new sign-ins for that account, and if they're
signed in, they'll be automatically signed out from all Microsoft services within 60
minutes.

This won't stop the account from receiving mail, and doesn't delete any data.

\:\ Block this user from signing in

Block sign-in can be used to block that user from signing
In to your Microsoft tenant and accessing the data stored
there or from using the applications included in their
provisioned licenses.



Deleting Users

0 Go to https://admin.microsoft.com and sign in with your .onmicrosoft.com credentials.

Click Users; then select

Click Delete a user. Search for the user e Click Select
Active users to display a |

This will open a slide-out 0 you would like to

L]
list of your active users window (See bG'OW). delete.
-
e
2 Users e x
Active users Delete user
I ACtlve USEI"S Delete users, guest users, shared mailboxes, room mailboxes, and equipment
mailboxes.
A, Add auser £ Add multiple users & Multi-factor authentication ~, Delete a user () Refresh C} Reset password N Exportusers °°°
contacts | 2 search by display name or username
Display name T Username Licenses 2 Choose O Select all
Guest users ,
User TechSoup : user@techsoup.onmicrosoft.com Office 365 E1, Power Bl (free) O User TechSoup
user@techsoup.onmicrosoft.com

Deleted users

Adding, Activating, Editing, and Deleting Users 13
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- X
Delete User TechSoup

You can restore deleted users and their data, except for calendar items and aliases,
for up to 30 days after you delete them. Data on their connected devices will be
removed, as well as the following:

G Click Delete user
to confirm that you

wish to delete the
Email aliases will be removed (5)
user account. No email aliases

() Power Bl (free), Office 365 E1 will be unassigned and available for other users

Mailbox delegate permissions will be removed (i)
No mailbox delegate permissions

Give another user access to User TechSoup's OneDrive files for 30 days after the

user Is deleted
This user does not have OneDrive provisioned

D Give another user access to User TechSoup's email (i)

Delete user

14 Adding, Activating, Editing, and Deleting Users
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Installing Office Desktop Applications

Each user can install Office desktop applications. You do not
need to be an administrator to complete the below steps.

Go to www.office.com, and if you're not already
sighed in, click Sign in.

e Sign in with an account to which you have assigned
a license that contains downloadable apps. For
example, Microsoft 365 Business Premium.

€) ~rter signing in, from the home page click Install Office. —

O Select Office 365 apps to begin the installation in
your Windows machine or Mac machine. G

Installing and Accessing Office Desktop Applications

Install Office

Apps
Office 365 apps
v

Other install options

9

Follow the prompts in the window installation.
Your install is finished when you see the message
"You're all set! Office is installed now."

Begin using your apps in your desktop.


https://www.office.com

Accessing Office Web-Based Applications

Office 365
0 Go to www.office.com, and if you're not already signed in, Al Create new
click Sign in.
0 I .~ Document
T m—| Word
e Sign in with an account to which you have assigned an Office i
365 or MICFOSOft 365 |ICenSG 4 !EA‘ gprtleadsheet
e After signing in, from the home page click the + (plus sign) % ) Presentation
for easier access to create new documents. &
4 I'ﬂ_; Notebook
. —  OneNote
O You can select any app located in the left side bar to start,
view, or collaborate on a document. i - @) o
@ _ Quiz
e If you would like to access more apps, 4 gL e
select the last icon in the bar to see the full menu.
I R Nt
G Begin using your web-based apps. &

Installing and Accessing Office Desktop Applications 17
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To obtain additional Microsoft cloud licenses, you will need to log in to the Cloud Manager account.

You can access Cloud Manager via one of the following methods:

techsoup

Search Products & Services

Products [9]

>
Wy
=

Enterprise Mobility Suite
by: Microsoft

Entarprisa Mobilty + Security plans are
suitable for nonprefits of any size.
Subscriptions provide cloud-basad
ientity and sscurty sarvices that halp
manage and protect your organization's
usars, devicas, epps, and data.

from 50.60 / Month

vl

Power Automate

by: Microsoft

Automate workilows, enable business
logic o simplify app building. and modal

Processss across connedcted data
SOUTrCce&s

from $0.00 / Month

Macrosoft 365

Microsoft 365 Business
by: Microscft

Microscft 385 Business plans are suitsble
for nenprofits with 200 users or fawer.
Subscriptions can includs tha latast Offica
applcations, businass email,
collaboration tools. and mars.

from 50.00 / Month

VIEW PLANS VIEW PLANS

)

Power BI
by: Microsoft

Power Bl is a cloud-based business
analytics sarvice that enablas anyons 1o
visualize and analyze data with greater
spead, efficiency. and understanding
Power Bl Pro is icensad on a par-usar
basis and provides extanded data sourcs
suppeor, data capacity. team
collaboration, and admin capabilities.

from $3.00 / Month

Migrasoft 365

Microsoft 365 Enterprise
by: Microscft

Microsoft 285 Enterprisa plans ars
availabla for monprofits of all sizes. Thase
plans provide Windows 10, Offica 385,
and B"IEBI'pF.EB-gI'EU-B 5a|::un1y ma S'F‘gﬂ
subscription.

from $1.60 / Month

VIEW PLANS

Project Online
by: Microscit

Freject Onling is cloud-based project
portfolio managamant softwars.
Subscripbons can provds the Projsct
deskiop epplication. access to the web-
basad Project application, collaboration
tools and more,

from $2.80 / Month

1) Office 365

Office 365 Enterprise
by: Microscft

Office 385 Entarprisa plans am suitable
for nenprofits of any size. Subscription
can includa tha latast Office applications,
business email, collaboraton tools,
enterprise-grads security, and mare

from 50.00 / Month

VIEW PLANS

Visio Online
by: Microsch

Visio Online is cloud-based diagramming
and visualization =oftwars. Subscriptions
can providse the Visio daskiop applicabion,
B0o@ss 1o the web-based Visio
application, support for diagrams that
mast industry standards, 2 GB OnaDrive
storage, collaboration tools, and more

from $2.00 / Month

Cloud Manager

I
Click the LOG IN button on

the top right-hand corner of
the screen.

Log in using your TechSoup
credentials.

Obtaining Additional Licenses and Services Through TechSoup

19


https://cloud.techsoup.org/

Via techsoup.org

@ Log in using your TechSoup The CLOUD MANAGER button Click the CLOUD MANAGER
credentials. will appear below the shopping button and you will be directed to
cart icon after you log in. the Cloud Manager home page.

P 0
techs United States v/ PRODUCT CATALOG SERVICES v COMMUNITY v RESOURCES v Q@ Q E

Fd'\ M - | CLOUD MANAGER
A -ﬂ‘a_.-_____________-_'_.

Microsoft 365: Get 10 1
Free Licenses for

Flexible Remote Work

GET STARTED

20 Obtaining Additional Licenses and Services Through TechSoup
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9 Click Subscriptions.

techsoup

Products & Services

Subscriptions | My WorkSpace

Subscriptions
Active Subscriptions ¥

) Office 365

SUBSCRIPTION

Office 365 Enterprise E1
® (Nonprofit Staff Pricing)
(Nonprofit)

Office 365 Enterprise E3
® (Nonprofit Staff Pricing)
(Nonprofit)

Office 365 Enterprise E3
® (Nonprofit Staff Pricing)
(Nonprofit) (ANNUAL)

Invoices | Support
NEXT INVOICE QUANTITY

2/25/2019 105

Licenses
. 5

2/28/2019 :
Licenses

6/20/2019 9.0
Licenses

Navigate to the subscriptions
you would like to add licenses to.

UNIT PRICE

$0.00 / Month

$4.50 / Month

$54.00 /
Annually

4 1+ Fr

DISCOUNT SUBSCRIPTION AMOUNT

0% $0.00

0% $22.50

5

0 Locate the ellipsis menu.

Click
Buy Licenses.

Buy Licenses
Buy add-ons

Downgrade the subscription

Cancel the subscriptio|

Add the required
number of
licenses and
check out.

Obtaining Additional Licenses and Services Through TechSoup
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In addition to obtaining the additional licenses,
you can also accomplish the following on the TechSoup Cloud Manager:

Access order history Add or update Cancel Submit
and invoices payment methods subscriptions a support ticket
techsoup Cloud Manager | Vanessa w

Catalog ‘ Subscriptions ‘ Invoices ‘ MY ACCOUNT | | LOGOUT

My Account

Set your account settings

MY PROFILE PAYMENT METHODS

SEE TECHSOUP ACCOUNT

Billing Contact

Your company invoices will be delivered via email to the following person

NAME EMAIL

22 Obtaining Additional Licenses and Services Through TechSoup
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To create a Support Ticket, log in to your Cloud Manager account (see slide 19 for details) and follow these steps:

Click . Select

tGChSOUp Cloud Manager | Travis ‘C‘

Products & Services Subscriptions Invoices MY ACCOUNT LOGOUT

Support Tickets

View the status of your submitted tickets

SUBJECT STATUS SUBMITTED

There are no tickets 1o display

Submit a Support Ticket

Do you have an issue or need assistance? We are here to help.
Please describe your issue or question.

SUBJECT *

DESCRIPTION *

PHONE NUMBER
4155555555

EMAIL

Attachments =

Fill out all the details in the
iIntake form.

We will contact you very soon
to fix your problem.



Additional
Resources

Available Through
TechSoup
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How Can TechSoup Help You?

SERVICES

We have services that range from
license activation, migration,
security assessment, and setting up
multi-factor authentication to a full
Office 365 Complete Setup that will
help you get up and running.

You can reach us via one of the
following methods:

Via phone 1-800-659-3579.
Monday through Friday
from 7 a.m. to 12 p.m. Pacific time

Create a support ticket:
https://page.techsoup.org/office-365-
support-services

Additional Resources Available Through TechSoup

TRAINING

We offer training courses for
nonprofit staff and volunteers on
how to use Microsoft applications
such as Teams, Excel, PowerPoint,
Word, SharePoint, and many other
applications.

Start learning:
https://techsoup.course.tc/

catalog?type=microsoft-digital-skills-center

COMMUNITY

Be a part of our community!

http://forums.techsoup.org/cs/

community/f/112.aspx



https://blog.techsoup.org/posts/how-techsoup-makes-adopting-microsoft-cloud-solutions-easier
http://forums.techsoup.org/cs/community/f/112.aspx
http://forums.techsoup.org/cs/community/f/112.aspx
https://techsoup.course.tc/catalog?type=microsoft-digital-skills-center
https://techsoup.course.tc/catalog?type=microsoft-digital-skills-center
https://techsoup.course.tc/catalog?type=microsoft-digital-skills-center
tel://+1-800-659-3579
https://page.techsoup.org/office-365-support-services
https://page.techsoup.org/office-365-support-services

We are here to help!

If you need help, do not hesitate in emailing us at
uscustomerservice@techsoup.org



mailto:uscustomerservice%40techsoup.org?subject=

techsoup ©

Main Office Press Contact Affiliate Accounts Business Development
TechSoup Email PR at Organizations with multiple For those interested in

435 Brannan Street, Suite 100 PR@techsoup.org members or affiliates, and those donating products, see

San Francisco, CA 94107 415-633-9403 looking to place donation requests Become a Donor Partner.
415-633-9300 for 20 or more organizations,

Email Customer Service at please contact us at

customerservice@techsoup.org mmd@techsoup.org.
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