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Introduction 
This guide introduces you to working with your trial version of the Microsoft® Online Services Business 

Productivity Online Suite.  

In todayôs competitive global market, businesses need technology that enables flexibility and cost-

effectively adds value to their organizations. Internet-based hosted services provide a way to meet 

these objectives. They deliver feature-rich productivity tools to users while helping to relieve the 

burden of managing and maintaining business systemsðfreeing up IT departments to focus on 

initiatives that can deliver true competitive advantage. 

The Business Productivity Online Suite from Microsoft Online Services was designed to meet your 

unique business needs. Because the Business Productivity Online Suite gives you the flexibility to 

decide which services to have hosted and which to keep on-premises, you can quickly and easily 

extend new capabilities to your organization without straining your IT resources. There is no 

additional hardware to provision; no additional software to buy, install, or configure; and no expensive 

training required. With simple, straightforward services that you can easily deploy and scale, you can 

find the solution that works best for you, your budget, and your companyôs changing needs. 

The Business Productivity Online Suite gives business the powerful productivity capabilities of 

Microsoft Exchange Server, Microsoft Office SharePoint® Server, Microsoft Office Communications 

Server, and Microsoft Office Live Meetingðall hosted online and all up and running quickly and easily 

without the up-front costs of an on-premises deployment. This suite of productivity tools enables 

workers to communicate and collaborate effectively, while enabling IT teams to focus on more 

business-critical tasks. Because Microsoft hosts these services, you can have peace of mind knowing 

that experts are managing your IT and that your services will be available when you need them. 

Whatôs in This Guide 

This guide begins with a review of the services that are available in the Business Productivity Online 

Suite and a description of their functions. The rest of the guide is designed to be used as a real-time 

road map that provides step-by-step instructions to help you quickly understand how to configure your 

environment, manage your companyôs account, and then work with the services that are available in 

the Business Productivity Online Suite. 

These step-by-step procedures are grouped into six scenarios: 

¶ Scenario 1: Sign Up for a 30-Day Trial 

¶ Scenario 2: Manage Your Account 

¶ Scenario 3: Manage a SharePoint Site Collection 

¶ Scenario 4: Use Hosted Services 

¶ Scenario 5: Get Support 

¶ Scenario 6: Convert a Trial Account to a Paid Subscription 
 

The guide also provides optional instructions for how to associate your company domain name (for 

example, contoso.com) with the Business Productivity Online Suite. 
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Who Should Read This Guide 

This guide is intended for administrators and technical decision makers in your company who want to 

gain experience with the Business Productivity Online Suite to better evaluate its benefits for your 

company. 

As an administrator, you can create additional trial user accounts that you can assign to other 

decision makers in your company who want to experience the Business Productivity Online Suite. 

The trial account allows you to have up to 20 fully functioning users. 

Assumptions 

This guide is intended for organizations that have acquired a trial account or those that are ready to 

acquire a trial account to start working with the Business Productivity Online Suite environment. 

Note  

The trial lasts for 30 days, which begins on the day you activate the account. If, within the 30-day 

trial period, you decide to convert your trial to a paid subscription, see Scenario 6: Convert a Trial 

Account to a Paid Subscription for information about how to perform the conversion. 

As the account administrator, you should have general administrative skills in Microsoft Windows
®
. 

You should also be able to work in management control panels to create users, allocate resources, 

and perform other common administrative tasks. 

To link your company domain name to your Business Productivity Online Suite account, you should 

be familiar with managing your domain name and records and have access to your current domainôs 

Domain Name System (DNS) records. 

Business Productivity Online Suite Overview 

Microsoft Online Services is a set of business-class communications and collaboration software that 

is hosted by Microsoft and sold through Microsoft Partners. These services help make it easier for 

you to rapidly and cost-effectively access the most up-to-date technologies. You can rapidly deploy 

these hosted services to provide your organization with streamlined communications, simplified 

management, and business-class reliability and security. 

For your IT staff, Microsoft Online Services helps reduce the burden of performing management tasks 

such as installation, provisioning, ongoing maintenance, patches, updates, and upgrades. Because 

the services are hosted, your IT staff can spend more time on strategic initiatives that move your 

business forward. The Business Productivity Online Suite services are backed by strong service-level 

agreements (SLAs) and are designed to meet your regulatory compliance and reliability needs. 

Hosted Services 

Microsoft Online Services makes it easy for you to use and rapidly deploy familiar Microsoft server 

products as flexible services. These hosted servicesðthe Business Productivity Online Suiteð

include the following: 

¶ Microsoft Exchange Online: Provide employees access to email, calendar, and contacts 

from virtually anywhere, at any time, on desktop systems, laptops, and mobile devicesðwhile 

helping to protect against spam and malicious software (also called malware). Exchange 
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Online can be rapidly deployed and flexibly expanded and is designed to be securely 

administered using a powerful, easy-to-use, web-based console. 

¶ Microsoft SharePoint Online: Share documents, contacts, calendars, and tasks in a single 

location. Based on Microsoft Office SharePoint Server 2007, SharePoint Online delivers rich 

collaboration capabilities that enable team members to flexibly and efficiently collaborate, find 

organizational resources, search your intranet site, and manage content and workflow. 

¶ Microsoft Office Live Meeting: Connect with colleagues and customers through real-time 

meetings, training sessions, and events using only a personal computer with an Internet 

connection. Hosted web conferencing services from Office Live Meeting give employees the 

power to collaborate from almost anywhere, set up project meetings, brainstorm ideas, and 

collaborate on whiteboards without the cost and problems of travel. 

¶ Microsoft Office Communications Online: Enable users to find and rapidly connect with 

the right person from the applications they use most. Office Communications Online provides 

streamlined access to rich presence and instant messaging (IM) capabilities that are centrally 

managed by IT and work seamlessly with a range of Microsoft Office system programs. 

System Requirements 

This section lists the hardware and software you will need to use the Business Productivity Online 

Suite services. 

Hardware Requirements 

Table 1 shows the hardware requirements for client computers used to connect to Microsoft Online 

Services. 

Table 1: Hardware Requirements for Client Computers 

Operating Systems Hardware Requirements 

Windows 7 1 gigahertz (GHz) Pentium processor and 1 gigabyte (GB) of system RAM (32-
bit) or 2 GB of system RAM (64-bit) 

Windows Vista® 1 gigahertz (GHz) Pentium microprocessor or faster and 1 GB or more of 
system RAM 

Windows XP 500 megahertz (MHz) Pentium microprocessor or faster (recommended 1 GHz) 
and 256 megabytes (MB) or more of system RAM 

 

Note 

For more information about client computer hardware required to run the software, see 

ñClient Computer Requirementsò at http://technet.microsoft.com/en-

us/library/cc742593.aspx.  

Your Internet Service Provider, your wireless carrier, and the manufacturer of the mobile device 

determine hardware requirements for mobile devices used to connect to Microsoft Online Services. 

All of these entities must support the operating system and applications on your mobile device. 

Software Requirements 

You can access the Business Productivity Online Suite services using a variety of software, such as 

Internet browsers and Microsoft Office. For an improved experience, deploy the Microsoft Online 

Service Sign In application. 

  

http://technet.microsoft.com/en-us/library/cc742593.aspx
http://technet.microsoft.com/en-us/library/cc742593.aspx
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Table 2 shows the supported system and application software for accessing Microsoft Online 

Services. 

Table 2: Software Supported by Microsoft Online Services 

Software Supported Version 

Operating Systems Windows 7 Enterprise 
Windows 7 Home Basic 
Windows 7 Home Premium 
Windows 7 Professional 
Windows 7 Starter 
Windows 7 Ultimate 
Windows Vista Business 
Windows Vista Enterprise 
Windows Vista Home 
Windows Vista Ultimate 
Windows XP Professional (SP2) 
Windows XP Tablet PC Edition (SP2) 
Windows Server 2003 (SP2) 
Macintosh OS X (10.4)  
Macintosh OS X (10.6) 

System Software Microsoft .NET Framework 3.0 SP1 or Microsoft .NET Framework 3.5 
Java client 1.4.2 (on Macintosh OS X) 

 Note Java is required only for Microsoft Office Live Meeting. In Office Live 
Meeting, Macintosh OS X clients will not have access to voice, video, or 
client-side recording. 

Browser Software Windows Internet Explorer® 8 (on Windows 7, Windows Vista, and 
Windows XP) 
Windows Internet Explorer 7 (on Windows Vista and Windows XP) 
Microsoft Internet Explorer 6 (on Windows XP) 

 Note Windows Internet Explorer 8 is recommended for the Microsoft 
Online Services Administration Center. 

Firefox 3  
Safari 3 (on Macintosh OS X 10.5) 

 Note The Microsoft Online Services Sign In application does not support 
Firefox. 

 

Email Client 
Software 

Microsoft Outlook® 2010 (Recommended) 
Microsoft Office Outlook 2007 (SP1) (Recommended) 
Microsoft Office Outlook 2003 

 Note Office Outlook 2007 without SP1 will not have access to calendar 
free/busy information. The Microsoft Exchange Online Connector for Office 
Outlook 2003 SP3 must be installed to use the free/busy information and 
offline address book (OAB) features. For more information, see About 
Microsoft Exchange Online Connector for Office Outlook 2003. 

Microsoft Entourage® 2004 (on Macintosh OS X 10.4) 
Microsoft Entourage 2008 (on Macintosh OS X 10.5) 
Mail for Exchange (on Nokia) 

Sign In Application .NET Framework 3.0 SP1 when running on Windows XP 
Microsoft Online Services Sign In application 

Instant Messaging 
Software 

Microsoft Office Communicator 2007 R2 

Conferencing 
Software 

Microsoft Office Live Meeting 2007 R2 

Office Applications 
on Microsoft 
SharePoint Online 

Microsoft Office 2010 
Microsoft Office 2007 
Microsoft Office 2003 
Microsoft Office for Mac 2008 
Office for Mac 2004 

http://technet.microsoft.com/en-us/library/ee662263.aspx
http://technet.microsoft.com/en-us/library/ee662263.aspx
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Software Supported Version 

Mobile Device 
Software 

Mobile devices running Microsoft Exchange ActiveSync® 12, such as those 
listed below, support synchronization of email, calendars, tasks, and contacts. 
Administration and other functions require a personal computer and appropriate 
software. For mobile device URLs, see URLs for Microsoft Online Services. 
Windows Mobile® 6 
Windows Mobile 6.1 
Nokia E series and N series 
iPhone with firmware 2.0 
Blackberry Internet Service (Email synchronization only. Refer to your carrier 
for setup instructions.) 
NotifySync for Blackberry 
Hosted Blackberry Enterprise Server (Contact your Microsoft Online Services 
representative.) 

 Note For the latest information on platforms and devices that are being 
tested, see the Microsoft Online Services Team Blog 

Guided Tour 
The following step-by-step tour is a fast way to become familiar with the features available in the 

Business Productivity Online Suite (BPOS) from Microsoft Online Services. This section contains 

information about how to register for a limited 30-day trial of the Business Productivity Online Suite, 

set up your account, and install and set up the necessary software components on your computer. It 

also contains detailed descriptions of the tour components. 

Because each scenario builds on the previous scenarios, we strongly recommend that you complete 

the scenarios in order. Doing so helps ensure that your system is configured with the appropriate 

users, permissions, and components for subsequent tasks. 

Scenario 1: Sign Up for a 30-Day Trial 

The Microsoft Online Customer Portal is where your organization can sign up to use the Business 

Productivity Online Suite for a 30-day trial. You can also view details about your active subscriptions 

when you sign in to the Customer Portal. 

In this scenario, you will learn how to: 

¶ Create a user profile 

¶ Register for the 30-day BPOS trial 

  

http://technet.microsoft.com/en-us/library/cc745934.aspx
http://go.microsoft.com/fwlink/?LinkId=124379&clcid=0x409
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Task 1: Creating a User Profile 

To create a user profile: 

1. Go to the Customer Portal at https://mocp.microsoftonline.com. 

 

2. Select the country or region where the services will be used, and then click Continue. 

In this example, we use the United States. 

3. In the upper-right corner of the Customer Portal, click Sign in. 

 

Note  

You can change the language for the website in the upper-right corner of the 

Customer Portal window. 

 

  

https://mocp.microsoftonline.com/
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4. At the Microsoft Windows LiveÊ ID sign-in page, enter the required information. 

You need a Microsoft Windows Live ID with an active email account. If you do not have a 

Windows Live ID, click Sign up to obtain a free Windows Live ID. 

Important 

The country or region set in your profile determines which data center hosts your 

account and data. Be sure you have the correct setting before proceeding. 

 

5. In the My Profile wizard, review the Privacy Statement (optional), complete the Contact 

Information and Company Information pages, and then click Next. 
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6. On the Service Usage Address page, enter the required information. 

You can enter a different address for where the services will be used than you entered for the 

contact information. You can change the service usage address later in the shopping cart, but 

you cannot change the country or region. 

 

7. Click Finish. 

When your user profile is recorded, you see the Confirmation page. 
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Task 2: Registering for the 30-Day BPOS Trial 

To register for the 30-day trial: 

1. Click the Services tab; and in the Available Trials section, for Business Productivity 

Online Standard Suite, click Try Now. 

 

2. If you have a promotion code, in the Promotion code box, enter the code. 
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3. In the admin@ box, enter your organizationôs domain name or organization name, and then 

click Check availability. 

Note 

The Customer Portal sets up a temporary domain for use during your trial, adding the 

domain name you enter to microsoftonline.com. For example, if you enter Contoso, 

the Customer Portal sets up your temporary domain as contoso.microsoftonline.com, 

and your default administrator user name is admin@contoso.microsoftonline.com. 

After your trial account is set up, you can add your organizationôs domain to the trial 

account. For more information, see Task 1: Adding a Custom Domain to the Trial 

Account. 

4. If your microsoftonline.com temporary domain is available, click I accept. If your temporary 

domain is not available, choose a different name and repeat the previous step. 

 

After your service is provisioned (approximately 15 minutes later), the service administratorôs 

account is created and you are assigned a password. 

5. Log on to the services administration console using the administratorôs password. 

You can retrieve this password through email or through the customer portal. You must enter 

the credentials you received from the welcome email or the customer portalðdo not enter 

your Windows Live ID credentials. 

¶ Retrieving the password by email 

o Wait at least 15 minutes and then check the email account associated with your 

Windows Live ID for a message with instructions about how to set up and start 

using your trial account. 

The email message will have the subject line Welcome to your Business 

Productivity Online Standard Suite subscription and includes your default 

administrator login ID and password. 

  



 

Microsoft Corporation  Page | 12  

 

o In the message, click the Administration Center link in Step 1. The Microsoft 

Online Services Administration Center opens in a new browser window. 

Note  

To avoid having email messages discarded as junk email or spam, add 

msonlineservicesteam@microsoftonline.com to your safe senders list. 

¶ Retrieving the password from the customer portal 

o Wait at least 15 minutes and return to https://mocp.microsoftonline.com. After 

your account is provisioned, you see Service Active in the Status column. 

o In the Actions list, select Get credentials. 

 

o In the Credentials for Business Productivity Online Services window, note the 

User Name, Temporary Password, and Administration Center URL, and then 

click Go to Administration Center. 

 

o Enter the default administrator credentials, and then click Sign In. 

 

  

https://mocp.microsoftonline.com/
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6. Change your password as prompted, and then click Continue. 

A password change is required the first time you sign in to the Administration Center. 

 

You are now signed in to the Administration Center. 

 

Note  

After your 30-day trial ends, you have an additional 30 days to convert your account 

to a paid subscription before your account, data, and customizations are deleted. For 

more information about converting your account to a paid subscription, see Scenario 

6: Convert a Trial Account to a Paid Subscription in this document. 
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Scenario 2: Manage Your Account  

In this section of the tour, you are acting as an IT administrator. You will learn how to: 

¶ Add a custom domain to the trial (optional) 

¶ Add two users 

¶ Add second administrator account 

¶ Log on as a new user that has administrator privileges 

¶ Create a distribution list for email 

¶ Configure Live Meeting 

¶ Deploy client software to users 
 

Task 1: Adding a Custom Domain to the Trial Account 

This recommended exercise is for administrators who want to associate a company domain name 

(such as contoso.com) with your Business Productivity Online Suite. By following these steps, you 

can configure mailboxes with a format similar to kim@contoso.com instead of your initial assigned 

domain, which resembles kim@contoso.microsoftonline.com. 

Note  

Complete this task before adding users. After validation, you can set the new domain 

to be the default domain. New users will be assigned to the new domain instead of 

the microsoftonline.com domain originally created with the account. 

Add a New Domain 

1. In the Microsoft Online Services Administration Center, click the Users tab, click Domains, 

and then click New. 

 

2. In the Domain Name box, type the name of your company's domain (for example, 

contoso30.com). 

3. In the Type area, select the type of domain you want for your email service, and then click 

Create. 

¶ Select Authoritative if you want all your email to come to Exchange Online (default). 

When set, Microsoft Online Services is the primary authority for your companyôs email 

mailboxes. 






















































































