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Login

1. Login from https://login.microsoftonline.com/. Enter admin login and password.
/A Sign into Microsoft Ol — & b=l

&« C f \ﬁ‘, M\crosoftdrporatuon [Uisrlrhttps:‘ 'It?gin;nicrosoﬁgnline.com N L ]
] Office 365

Sign in with your work or school account

admin@singtelsdpjose.onmicrosoft.com

Keep me signed in

m oz

Can't access your account?

2. From the Home page, select Admin.
/' ] Office 365 x '\

&« C f 8 https;//portal.office.com/Home

Office 365 Home

Discover Install Office on your PC

something new 03 0 @3 g« 2

today.

Language: English
Got a Mac? Sign in to Office 365 on your Mac to install, Change language
Troubleshoot installation
Smartphone or tablet? Get Office on yo! evices
Learn how to set up email and Office 365 apps on your device

Collaborate with Office Online

PowerPoint
Word Online Excel Online Online OneNote Online
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Manage Domain
3. From the Office 365 Admin Centre, click dashboard and select Manage domains for your

1] Office 365

website and your email.

Office 365 admin center «

Saarch users, admin tasks an JO
Manage your organization
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Or alternatively, select Setup and click Start under Basic Setup.

Office 365
Office 365 admin center « @ R SETUR
5, admin tasks an O

Basic setup Advanced setup

chronization.

Start Advanced setup
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4.

If you have selected the 1% option (dashboard, Manage domain), customer will see this page.
Click Add Domain.

@ DAZHBOARD DOMAING

Manage domains

Add a domain you already own to Cffice 365, or buy a new domain. What is a domain?

=+ Add demain W Buy domain

DOMAIN NAME * STATUS ACTION

- singtelsdpjose onmicrosoft.com [Default) Setup complete Mo action required

singtelsdpjose.c

£ Manage DNS

5. You will see this page and click Let’s get started.

Singtel SDP JOSE

Office 365

Add a new
domain in Office

365 What you need to know about domains and DNS

Your domiain name identifies your school or business on the internet. In the examples below, yourcompany.com is the domain name:

Step 1 ®
Verify domain you@yourcompany.com
http://www.yourcompany.com

Sdte p 2 DNS (domain name system) works like an address book on the internet, When someone sends you email, DNS directs it to your mailbox.
fegser Up next, we'll help you set up your domain and update DNS records to work with Office 385.

Step 3 Learn more about domains and DNS

Set up domain

Let's get started ©

6. Enter your domain name and click Next.

Add a new
domain in Office

70 Which domain do you want to use?

Step 1 . march25.singteldns.com

Verify domain , . . : ) ) )
K ° Your users’ email addresses will look like this: username@march25.singteldns.com

Step 2

Add users

Step 3

Set up domain N e)(t @

Don't have a domain? Buy one

¢ Back
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7. To validate that you own the domain name, update the TXT or CNAME record from your DNS

portal. If you currently do not have access to change your own domain name, coordinate with

your DNS provider and provide the details below for them to update. Once done, click Okay,

I’ve added the record.

Add a new
domain in Office

365

Step 1 ®

Verify domain

Step 2

Add users

Step 3

Set up domain

Add this TXT record to show you own
march25.singteldns.com

Note: Only the domain owner can update DNS records, so we ask you to add this TXT record. Adding this TXT record won't affect your current email or other services.
To add the record:

* Go to your DNS host (Change)
* Copy the values from the following table and add them at your DNS host.

TXT records (Step-by-step instructions for adding a TXT recard
TXT name TXT value L
march23 M5=ms71723177 3600

Okay, I've added the record @

Can't add a TXT record? Use an MX record instead

8. The system will verify that the TXT/CNAME record has been updated. Click Next.

Add a new
domain in Office

365

Step 1

Verify domain

Step 2

Add users

Step 3

Set up domain

We've verified that you own
march25.singteldns.com

Now, let's update email addresses for your current users in Office 365.

Next &
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Add Users
9. This page will enable customer to add users. Note that the email address already reflects the

domain name customer just setup.
Add a new
domain in Office

365 Add new users

Step 1 Now add other users who will use Office 365 services.

<«

Verify domain Important: Is anyone already receiving email addressed to march25 singteldns.com with another email service? Make sure you add those email addresses here before you update
DNS records to switch email delivery to Office 365, Why is this important?

Use a CSV file to bulk add users

Step 2 0

Add users First Name Last Name Email address User location { change ) License [ change )
Afleen Cainite aileenc @march25.singteldns.com

Step 3 + Add a row

Set up domain

Add these users @

If you don't want to add any users, you can skip this step

If you have purchased more than 1 basic pack, you can select which Basic Pack this user
should be assigned from the list and click save. Customer can select No license if they just
want to create the users first and choose to assign the licenses later.

First Name Last Name Emiail address User location [ change ) Jlicense [ save )
Aileen Cainitc ailzenc @march25.singteldns.com Office 365 Bu--
+ Add a row

Add these users ©

If you don't want to add any users, you can skip this step

Mo license

Also, you have the option to create bulk users or just add one by one.

Use a CSV file to bulk add users

First Name Last Name Email address User location { change ) License ( change )
Ajleen Cainitc ailzenc @march2s.singteldns.com
+ Add a row

Once done, click Add these users.
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10. You will see a confirmation that user has been added successfully. Click Next to proceed.

Add a new
domain in Office

365 1 user was added successfully

Here's the user you just added. This information was sent to admin@singtelsdpjose.onmicrosoft.com

Step 1 v
Verify domain Be sure to give each user their email address and password so they can sign in and get started with Office 365,
First Mame Last Name User name Temporary password
Step 2 9 Aileen Cainitc aileenc@march25.singteldns.com Huco6950
Add users
Step 3 Next ®

Set up domain

Update DNS records
11. You then need to update the DNS record. Click Next.

fddanew Get ready to update DNS records to work with

domain in Office

365 Office 365

Mext, we'll determine which DNS records you need. You will have to sign into your DNS host to update these DNS Records,

Step 1 v

Verify domain What are DNS records?
Step 2 v

Add users

Step 3 ] Next ©

Set up domain

12. Select which services you want the domain name to be used.

Adda new Which services do you want to use with

domain in Office

= march25.singteldns.com?

¢ Outlook for email, calendar, and contacts

License assigned

Mo license

Step 1 @

Verify domain @ Lync for instant messaging and online meetings

S‘tep 2 v Next, we'll show you the DNS records you need to add at your DNS host. These records are required for your Office 365 services to work on march25.singteldns.com. How do
DNS recards work?

Add users

Step 3 o

Set up domain

Next @

¢ Back
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13. Update the DNS records at your DNS portal or you do not have access, inform your DNS

provider to update it for you. Once done click Okay, I’'ve added the records.

domain in Office

365

Step 1

Verify domain

Step 2

Add users

Step 3

Set up domsin

Add the following DNS records for march25.singteldns.com

Add the recerds &t your DNS hest (Changs

M recerds [Sizp-by-sts

bynediscaver march25

msoidmarch2s

THT records (Steo
THT rame
march25
SRY records |Step-Dy-stap insractions for ad
ot
sip s
_sipfederationtls ep

Okay, I've added the records @

s or walue

e arwalue

veroutookaom
sipdir onlinelync.com
webdiranlinelync.com

ciientconfig.microsoftonline-p.net

THT v

v incudespt prataction.cutack com <31l

061

14. Once all records have been updated, click Finish.

telcins-comumail proteciion autiockcom

marchZ5

march25

3600

3600
3600
3600
3600

3600

sipfed online lyne com

3600
3600

Add a new

domain in Office
365

Step 1 @
Verify domain

Step 2 v
Add users

Step 3 v
Set up domain

Finish ®

Your records are correct and
march25.singteldns.com is all set up

15. You will be back at the admin centre Domain page and you will see that the domain you setup
is the default domain name of the account.

Manage domains

Add 2 domain you already own to Office 365, or buy 3 new domain. What iz a domain?

<+ Add domain ‘W Buy domain

DOMAIN NAME

STATUS

i»

march25.singteldns.com (Defauli]

Setup complete

singtelsdpjose.onmicresoft com

Setup complete

ACTION

Mo action raquired

Mo action raquired

march25.singte

£ Manage DNS
A Find and fix issues
i Remove domain
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Assign License
16. If in an earlier stage where you did not assign the user to any of the Office 365 license, you

can go back to see all the active users from the Office 365 admin centre. Select the user, click

edit under Assign License.
Office 365

Singtel SDP J}

ncenter «
@ DAZHBOARD ACTIVE USERS

Aileen Cainitc

In cloud

L]

,
N Primary email address:

This user doesn't have an Exchange mailbo
b X
ST Assigned license

olicense  Edit

17. Select the plan with available license and click save.

H savE X CAMNCEL

Assign License

s are available in different locations. Learn more abo
Set user location
Singapore

ffice 365 B




