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Microsoft 365 admin Center

u QDH )\I\/Ilcrosoft 365 admin Center?
v SERIEH . EEHEMicrosoft 365E1E S #EFR A BEST AL ICIR(E -
« Microsoft 365 BIEE0]7E3@ https://admin.Microsoft.com/ B 1ZE#E AMicrosoft 365
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Microsoft 365 admin Center

Microsoft 365 admin center

Home
Users
Groups
Roles
Resources
Billing
Support
Settings
Setup
Reports

Health

Admin centers

Security

Compliance

Endpoint Manager
Azure Active Directory
Exchange

SharePoint

Teams

O search

Recommended based on data accessed from unprotected mobile apps

Protect mobile app data

Create a policy to protect your organization's data in Outlook,

s
Office, OneDrive, and Teams apps on mobile devices, even
devices your organization doesn't manage. We'll help you set up

e a mobile app protection policy that uses data encryption, PIN
protection, and other restrictions to prevent unauthorized access

e of your data in mobile apps.

s

v

s

Essentials

Microsoft Teams

Support remote
workers with Teams

Learn how to manage Teams for remote work, with setup
guidance, short videos, and tips.

& Teams is on for your organization

©® Check setup status for new Teams users

Last 20 days

People who accessed data from mobile apps

M Exchange [ Office M OneDrive M Teams

User management

User management

Add, edit, and remove user accounts, and reset passwords

Add user Edit a user ~

—+ Add card ) Dark m

Office apps

Install the Office
desktop apps

Install Office
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https://docs.microsoft.com/zh-tw/microsoft-365/admin/activity-reports/activity-reports?view=o365-worldwide
https://docs.microsoft.com/zh-tw/office365/enterprise/view-service-health

T

1

N g

O B

M T
|._FI.¥
S
@)
N
@)
o
L )




I E A

B eI AE?
« Microsoft 365 & 0/fEadmin Center > Active Users > Add a User BIZFm{EBE

Microsoft 365 admin center

= LeolLab Add a user
{2y Home A .
ctive users ® sasic Set up the basics
R Users -
. Product licenses To get started, fill out some basic information about who you're adding as a user.
I Active users
O Due to a recent increase in Teams usage, when you assign a Teams lic
Contacts might not have access to some Teams features like calling and audio Optional settings First name Last name
Guest users ‘ ‘ |
Finish
Deleted users . Display name *
2, Add a user | [E] User templates &% Add multiple users ‘ |
£ Grou ps Vv
Username *
’Oé Roles O Display name T Use ‘ @ | M365x954020.0nmicrosoft.com v
2 Resources v Alice : Alicd
Password settings
8 Billing v call 01 . calld (®) Auto-generate password
@ O Let me create the password
Support Vv .
PP cat : catd
Require this user to change their password when they first sign in
32 Settings v . : ) )
Claire : Clai Send password in email upon completion
&2 Setup

Dave : Dav
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| Active Directory Users and Computers = O

File Action View Help

e 2 B B2 HE TRETYTER

_: Active Directory Users and Com|| Name Type Description
| Saved Queries E) s i T
v i P°°S”?I't?°m & Lily Chen  User
= CL“ " : E, lin pa User
omputers
s ’ E, liu jaya User

2| Domain Controllers

| ForeignSecurityPrincipal: oo vl iser

i Delegate Control...
| LostAndFound
| Managed Service Accour Move...
| Program Data Find...
3| Sync
e New > Computer
| System
| Users All Tasks > Contact
] ?;’DSDQuotas Rehe Group
M Devices
1 Export List... InetOrgPerson
msDS-ShadowPrincipalContainer
i >
ki msimaging-PSPs
Arrange |cons > MSMQ Queue Alias
Line up Icons Organizational Unit
Properties Printer
< >

Help User
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« Microsoft 365 & 0]ffadmin Center > Active Users > Manage Product Licenses
AERABEREIKERE

g Alice

@ Resetpassword (&) Block sign-in 2, Delete user

Microsoft 365 admin center

Change photo

= Leolab
Account Devices Licenses and Apps Mail OneDrive
{1 Home A t, pp
R Users ~
I Active users Select location *
@ Due to a recent increase in Teams usage, when you assign a Teams license to a user it may take around 24 hours befor

Contacts might not have access to some Teams features like calling and audio conferencing. Check status United States

Guest users

Deleted users Licenses (2) N

A, Add auser () Refresh [i] Delete user ) Reset password [ Manage product licenses | 75 M

EE Groups ~
Common Area Phone

8 Roles Display name 1 Username These licenses do not need to be individually assigned
Enterprise Mobility + Security E5

{2 Resources ~ (/] Alice Q, Alice@m365x954020.onmicrosoft.com 9 of 10 licenses available

B Billing - . Microsoft 365 Business Premium

Call 01 : callo1@M365x354020.onmicrosoft.com These licenses do not need to be individually assigned
Support ~ . i

@ = cat . cat@M365x954020.0nmicrosoft.com Microsoft Powgr Automalte Free
9939 of 10000 licenses available

@ Settings v

lai : L - c o -
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« Microsoft 365 & 0]ffadmin Center > Active Users > Manage Product Licenses

RERERIKERE -

it Microsoft 365 admin center

= Leolab

{2 Home .
Active users

Q  Users ~

| Active users

@ Due to a recent increase in Teams usage, when you assign a Teams license to a user it may take around 24 hoy

Contacts might not have access to some Teams features like calling and audio conferencing. Check status

Guest users

Deleted users 2, Add auser () Refresh [il] Delete user | ©\ Reset password | [Z] Manage product licenses

Pa Groups w

/Oa Roles O Display name T Username

{8 Resources e (] Alice Q Alice®m365x954020.0nmicrosoft.com
& Billing N call 01 : call01 @M365x954020.0nmicrosoft.com
£ Support w

cat cat@M365x954020.0nmicrosoft.com

Reset password
Alice@m365x954020.onmicrosoft.com

Password settings
'é' Auto-generate password

O Let me create the password

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




S U fE FHE RS ?
. EDCIENERETELSFRSHT -

| Active Directory Users and Computers

File Action View Help

&9 | 25 & 8| XE Q= B 3 RETYTER
] Active Directory Users and Com | Name Type Description
| Saved Queries %bo i | -

VIl poccm.com &, Lily Chen User

St qnpa ____ Usw |

| Computers —
2| Domain Controllers &IlUJaya Lo
| ForeignSecurityPrincipal: % g Add to a group...
| Keys Name Mappings...
| LostAndFound Disable Account

Managed Service Accour Reset Password...

| Program Data

37 Sync Move...
| System Open Home Page
| Users Send Mail
| NTDS Quotas

| TPM Devices All Tasks >
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« Microsoft 365 S 0/ffadmin Center > Active Users > BEELTEEAFEAZE > Bloak
Sign-in

f

Microsoft 365 admin center

_ LeoLab f‘l AI ice
@ Home Active users o
Q Reset password S Block sign-in 2 Delete user
/O\ Users ~
I Active users @ Due to a recent increase in Teams usage, when you assign a Teams lid Cha nge phOtD
Teams policies to them, and they might not have access to some Tea
Contacts

Guest users

Deleted users /Q+ Add a user O Refresh [E Delete user % Reset passw

Account  Devices Licenses and Apps Mail OneDrive

R Groups ~

Display name T Use
B3 Billing v

i : Ali : ;
& setup O Alice S ‘| Username/E-mail Aliases
. . call 01 ¢ il Alice@m365x954020.0nmicrosoft.com Manage username and email
f Customize navigation
: Manage username and email
cat : cat

- Show all
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_ Active Directory Users and Computers

File Action View Help

| ForeignSecurityPrincipals SWnag wee
Keys

| LostAndFound

Managed Service Accour

| Program Data

Sync

| System
Users

| NTDS Quotas
TPM Devices

& HE B8 XEz HE/TaETER
| Active Directory Users and Com | Name Type Description
| Saved Queries E;bo Lin User
v &4 PDC;”j‘l't‘l:Dm &, Lily Chen User
Dl E)Iinpa User

| Computers &_
Domain Controllers

Copy...
Add to a group...

Name Mappings...

Disable Account
Reset Password...
Move...

Open Home Page
Send Mail

All Tasks
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« Microsoft 365 & 0]ffadmin Center > Active Users > Manage Product Licenses

mERERIKE

Microsoft 365 admin center

M Home

Q Users

| Active users

Contacts
Guest users

Deleted users
e Groups
5= Roles
2 Resources
&= Billing

@ Support

o S Y]

A5
ME o

LeoLab

Active users

@ Due to a recent increase in Teams usage, when you assign a Teams license to a user
Teams policies to them, and they might not have access to some Teams features like

9,, Add a user Q Refresh

Display name T

]E Delete user

@ Alice

Q

Call 01

cat

Q Reset password

Username

Alice@m365x9540

callo1@M365x954

cat@M365x95402(

Delete Alice

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:

-~

Loading

@ Office 365 E5, Windows 10 Enterprise E3 will be unassigned and available for other users

®

No email aliases
No mailbox delegate permissions

This user does not have OneDrive provisioned

Give another user access to Alice's email (0)
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| Active Directory Users and Computers
File Action View Help
e | 25 §8(XE Q=

_] Active Directory Users and Com . Name
| Saved Queries :5 bo Lin

v }_:, pocdm.com E)LinChen
| Builtin ‘
E)Im pa
| Computers E}I' .
2| Domain Controllers & U Jaya
| ForeignSecurityPrincipal: 3
| Keys
LostAndFound

Managed Service Accour
| Program Data
2| Sync
| System
Users
| NTDS Quotas
TPM Devices

AE

Type Description

User
User
User
User

Copy...
Add to a group...

Name Mappings...
Disable Account
Reset Password...
Move...

Open Home Page
Send Mail

All Tasks >

Cut
Delete

Rename
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(D

Group name:

Group name (pre-Windows 2000):

Group scope Group type
() Domain local (®) Security
(®) Global (O Distribution
() Universal

Choose a group type

Choose the group type that best meets your team's needs. Learn more about
group types

@) Office 365 (recommended)

Allows teams to collaborate by giving them a group email and a shared workspac
conversations, files, and calendars.

O Distribution

Sends emails to all members of the list.

O Mail-enabled security

Has all the functionality of a distribution list and additionally can be used to contr|
access to OneDrive and SharePoint.

O Security

Controls access to OneDrive and SharePoint and can be used for Mobile Device
Management for Microsoft 365.
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«  Microsoft 365 & 0]ffadmin Center > Group > add a group 21784 -

Microsoft 365 admin center

LeoLab
{2 Home
Groups
,Q Users R
It can take up to an hour for new dif
£ Groups ~ your groups list. If you don't see yo
| Groups Learn more about group types

Deleted groups

Shared mailboxes R, Add a group | { Export grou|

A= Roles

I8 Resources v Group name T
Billing e All Company

€3 Support e All Users

Add a group

@ Group type

Basics

Owners

Settings

Finish

Choose a group type

Choose the group type that best meets your team's needs. Learn more about
group types

‘@:‘ Office 365 (recommended)

Allows teams to collaborate by giving them a group email and a shared workspac|
conversations, files, and calendars.

O Distribution

Sends emails to all members of the list.

O Mail-enabled security

Has all the functionality of a distribution list and additionally can be used to confr
access to OneDrive and SharePoint.

O Security

Controls access to OneDrive and SharePoint and can be used for Mobile Device
Management for Microsoft 365.
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Microsoft 365&E & 0]fFadmin Center > Group > BHEMEIE 7B HSTE > ETEA
= -

Microsoft 365 admin center

li]

— "Q+ Add a group i’ Export groups O Refresh / Ed Private group e 0 members
fiy Home

Group name | General Members Settings  Microsoft Teams
,Q Users W

FFAF
£ Groups ~ . Owners (1)

sdgsdg :

I Groups MOF) Administrator _
- admin@m365x954020.onmicrosoft.com
Q@ Tep -

Deleted groups

View all and manage owners

Shared mailboxes Teams EEIF R ERER
Ha  Roles .
= teat : Members (0)
% Resources ~ . View all and manage members

Universal D
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« Microsoft 365EE & oJftadmin Center > Group > Shared mailboxes > add a shared
mailboxes FTIBHEHEHE -

Microsoft 365 admin center

Add a shared mailbox

= LeoLab
(r Home .
Shared mailboxes
Q  Users v Email can be sent to and from the name and email address of the shared mailbox, rather than
A shared mailbox can be used by a group of people, like a supp{ an individual. After you create the shared mailbox, you can add members who can read and
£ Groups -~ from the same emlail address. Select a shared mailbox to add or reply to email.
replies, manage aliases, and more.
Groups
Learn mare about shared mailboxes
Deleted groups Name *

| Shared mailboxes ‘ ‘
—+ Add a shared mailbox () Refresh

Sz Roles
I3 Resources v -
Name Enf Emall
& Billing v .
Al . al ‘ ‘ @‘ M365x954020.0nmicrosoft.com Y ‘
ice : i
£ Support %
kle : kg
£33 Settings N
ﬁ Setup
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Microsoft 365 admin center

'!El Resources v
LeoLab
B Billing v
Domains
@ Support ~
53 Settings A~
| Domains ‘|‘ Add domain = Buy domain O Refresh

Microsoft Search

Org settings Domain name T Status ¥ Choose columns
AT O M365x954020.onmicrosoft.com (Default) @ Healthy
Partner relationships
leo0127.co © ncomplete setup
ﬁ Setup
pocdm.com © ncomplete setup
o Reports v

&  Health v
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Microsoft 365 admin center

aes
aes
see

R v
15 Resources LeoLab J) Dark mode
&= Billing R4
Org settings
o Support N
£33 Settings &
Domains

Services  Security & privacy  Organization profile

Microsoft Search
Org settings
Add-ins

Partner relationships

;I Setup Name T Description

o Reports “~ EI Customer lockbox Set requirements for data access.

<  Health v G% Password expiration policy Set the password policy for all users in your organization.
Admin centers =a Privacy profile Set the privacy statement of your organization.

O e O Privileged access Set scoped access for privilege tasks and data access within your organization.
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Microsoft 365 admin center

I8 Resources v
LeoLab
5 Billing v
Partner relationships
@‘ Support ~
€03 Settings ~
Domains O Refresh
Microsoft Search Company Relationship
Org settings )
SYNNEX Ef:2EE Cloud Solution Provider and Admin
Add-ins
| Partner relationships
é@ Setup
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Microsoft 365 admin center

@ Home Usage
S e Select areport \/ Help
L Groups v s
7 days 30 days 90 days 180 days
B Billing N
33 Settings v Active users
& Setup ) B ) ) ) ) ) )
m Office 365 ™ Exchange ® OneDrive ® SharePoint ® Skype for Business ® Yammer Enterprise ® Microsoft Teams
K~ Reports A~ 500
450
Productivity Score 400
350
I Usage 300
250
Security & compliance 200
150
P Health v 100
50
: < - 0 4 -
& Customize navigation 5/12/2020 5126/2020 61912020
Show all
Understanding Remote Work % Email activity ) OnebDrive files SharePoint files
Elements 739.8K = s32%4 260.6K  1265%4 19.5K  s7%+
Has usage of communication solutions
changed?
83.2%1 Email activity o v WS -\ W Fi
33.9%4 Mic s user activi ms
527 £/ =3 V-
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Microsoft 365 admin center

[& Resources S
LeoLab
B8 Billing v
Q  support v Service health
£03 Settings N . . o . .
All services Incidents  Advisories  History  Reported issues
f’ Setup
View the health status of all services that are available with your current subscriptions.
" Reports v
< Health ~

| Report an issue €§3 Preferences

| service health

Message center

Name Status
Admin centers i ] Exchange Online 1 advisory
O security © Microsoft Intune 1 advisory

Q Compliance @ Azure Information Protection Healthy
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Microsoft 365 admin center

AR5 R 1B

FrERE =S4 %5 BETE COR0RE

BRAHMCERZSHELS 2K RNERER -

-+ ERREIE O BiFR

Timeout errors when attempting to access the Office 3€
A Al users can't open attachments from shared mailboxe:

© Al admins seeing blank screen accessing content searcl

Timeout errors when attempting to access
the Office 365 Admin Portal

MO215651, Office 365 A481L, EREFEER: June 9, 2020 9:06 PM
FRYARRE: June 9, 2020 5:25 PM, 43R5/ June 9, 2020 6:09 PM

ERERE

Users may have experienced timeout errors when attempting to access the Office 365
Admin Portal.

=2 EHEE?

RMAR BRERELEHE
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Microsoft 365 admin center

Resources N7
® LeoLab J Dark mode Q The n
B Billing v
@ support v Message center
€03 Settings ' Each message gives you a high-level overview of a planned change and how it may affect your

users, and links out to more detailed information to help you prepare. Learn more about managing

22 Setup changes
ke Reports ~
& Health N All active messages High importance Unread messages  Archived messages

Service health

I e Cai ¢33 Preferences 162 items O Search
Admin centers Message title Actby
O Security f] (Updated) New Feature: Take control of self-service purchases :

Compliance o . . . . ..
(Updated) New Teams meeting setting - require meeting participants to use the lobby

IJ (Updated) Prepare for update to the new My Apps and My Account experiences

O
B2 Endpoint Manager
AN

Azirg Arctivig Diractnng
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Microsoft 365 admin center

ﬁ Setup

LeoLab /O Search for users, groups, settings or ta... -|— Add card ‘ﬂ Dark mode
b Reports v
¥ Health A Essentials

Service health

Office 365 active users report
Message center

Admin centers Active users

Security 10
Compliance
Endpoint Manager

Azure Active Directory

Exchange

® B & F O O

SharePoint

*

Teams

(> )
LY

All admin centers
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Exchange admin center

dashboard

compliance m anagement

organization

ik

Welcome

We're updating the Exchange admin center and need your expert feedback to make it even better. Give it a try, and s

recipients
mailboxes
groups
resources
contacts
shared

migration

permissions
ddmin roies
user rales

Outlook Web App policies




B SharePoint Online 2% S E /()

SharePoint admin center

Active sites

i Home Use this page to manage all your sites. Learn more
B3 Sites v
+ Create \l/ Export
5% Policies v
URL T Storage used (GB)
3 Settings )
No sites found.
=6 Content services v
G Migration v

More features

& OneDrive admin center

¢’ Customize navigation

-
49.00 N
L Search sites
Storage limit (GB) Storage used (%) ¥ Customize columns
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Microsoft Teams admin center

Dashboard

T Microsoft Teams upgrade Deploying Teams workload

fal]
Oo
do

A Devices Your Teams upgrade status is available. Use the Start button to create »
Teams service management team for
@ Locations We are bringing the capabilities of Skype for Business the worklc?ads you want to roll out.
Online into Microsoft Teams to deliver a single hub for we'll I?VO\‘_"dE' you with your
° teamwork with built-in, fully-integrated voice and video. You organization’s assessment, task-
0 Users can refresh your Teams upgrade status below. B g_> _ driven Planner plan and other

resources to streamline the roll out.

Meetings
Refresh status m
Messaging policies

Teams apps

Voice

® B O

User search

Policy packages

Search by display or username Q,

Analytics & reports

=







