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• Users:   

– Can login to Office 365

– Have an email address (license dependent)

– Can install MS Office (license dependent) 

– Can use Office Online Apps (license dependent)

• Contacts:

– Similar to Address Book, but global

– Create to share

Users vs Contacts
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Creating Office 365 Groups

Notice different types of 

Groups
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Group Types
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Tasks to Manage Users
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Importing Office 365 Users
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Resetting User Passwords
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• Username 

• Password

• 2fa:

– Microsoft Authenticator

– SMS

– Email

Two-Factor Authentication
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Password Policies

1

2

3

4
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• Licenses can be obtained:

– VIA credit card directly on Office 365 Site

– Through a reseller

• Many URLS lead to same place:  

– Office365.com

– Office.com

– Microsoft.com

Adding a User License 

https://www.microsoft.com/en-us/microsoft-365?ms.url=office365com&rtc=1
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How to Install Client Software
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Review Questions: 

1. True or False: A contact can send and receive email through Office 365.  

A. True 

B. False  

 

2. Which of the following file formats can you use to import Office 365 users?  

A. .csv  

B. .slv 

C. .xls 

D. .doc  

 

3. Two-factor authentication can use which of the following methods? (Choose all 

that apply) 

A. SMS  

B. Microsoft Authenticator  

C. Biometrics  

D. All of the above 

 

4. True or False: Office 365 requires you to use the same licenses for all users 

under the same tenant.  

A. True  

B. False  

 

5. True or False: You can set individual password policies for users, with different 

expiration dates.  

A. True  

B. False  



Answer Key: 

1. B 

False. A contact is only used for address book purposes and cannot send or 

receive mail in Office 365. 

 

2. A 

You can only import CSV formatted files.  

 

3. A, B 

You can use SMS and Microsoft Authenticator to work with 2FA (Two-Factor 

Authentication). 

 

4. B 

False. You can mix and match licenses for the users in your tenant. 

 

5. B 

False. A password policy will apply to the entire organization. 


