Microsoft Office 365 Frequently Asked Questions

Little Cypress Mauriceville CISD provides Microsoft Office 365 Email and Resources to studentsin grades
6-12, faculty, and staff. Microsoft Office 365 provides cloud-based services for email, communication
and collaboration, file sharing, and team sites. Online accessis also provided for Microsoft Word, Excel,
PowerPoint,and OneNote. You can access your files anytime, anywhere you have Internet connectivity.
This document is designed to provide answers to commonly asked questions related to email and
other cloud services.

1. How is our District's transition to Office 365 going to affectme? The transitionis movingour

email servicesfrom Region 5ESC serversto Microsoft Cloud Services. This means mail thatwas
stored on servers at Region 5 are now stored in the cloud.

2. What happens during implementation of the Office 365 Platform? Duringimplementation
each employee mailbox is moved to Microsoft Cloud Services and all mail is synced from the
Region 5 serverstothe new hostedsite. Duringthe process, we ask that you only use the email
within the Office 365 platform. You can find this on the District Web Site -->Inside LCM -->
Microsoft Office 365. All employee email has been synced atthistime, soyoushould be able to
use both the Office 365 web portal as well as the Outlook client on yourcomputer.

3. What services are available in Microsoft 365 provided by our District?

e Online versions of Microsoft Word, PowerPoint, Excel,and One Note for computers, tablets, and
mobile phones.

e You can create, view, or edit documents without having to purchase Office applications.

e Lync(staff) forinstant messaging, video conferencing, desktop sharing and meetings.

e Qutlook-sendand receive email and scheduleappointments and meetingsin the calendar

e OneDrive forBusiness - store yourfiles online.

e SharePointOnline - create team sites where you can collaborate with othersin yourclassroom,
school, or organization.

o Theseservices (excluding Lync) are available to students foruse inthe classroom environment
for educational purposes.

4. Where can | find out more about getting started with Office 365? You can find additional
information about the Office 365 portal here: Getting Started: Getting Started in Office Web
Appfor 365. Youcan alsoaccess Office 365 trainingin Atomiclearning (use districtcomputer
login and password) whichis provided by the District.

5. Willl be able to keep my contacts in Office 365 email? You should have your contacts afterthe
migration. If you need to create new contacts you can find more information here: Create New
Contactsin Office 365

6. How do | create new contacts in Outlook Web Apps in 365? The People tabis where your
personal contacts are stored and where you can view any address books that have beenset up

for your organization. Additionalinformation can be found here: Create New Contacts in Office
365



https://support.office.com/en-US/Article/Getting-started-in-Outlook-Web-App-for-Office-365-ab4caa06-a421-4be3-84e0-26fcffc99340?ui=en-US&rs=en-US&ad=US%23_Toc351110047
https://support.office.com/en-US/Article/Getting-started-in-Outlook-Web-App-for-Office-365-ab4caa06-a421-4be3-84e0-26fcffc99340?ui=en-US&rs=en-US&ad=US%23_Toc351110047
http://www.atomiclearning.com/k12/off365_user
https://support.office.com/en-US/Article/People-in-Outook-Web-App-5fe173cf-e620-4f62-9bf6-da5041f651bf?ui=en-US&rs=en-US&ad=US%23_Toc361904803
https://support.office.com/en-US/Article/People-in-Outook-Web-App-5fe173cf-e620-4f62-9bf6-da5041f651bf?ui=en-US&rs=en-US&ad=US%23_Toc361904803
https://support.office.com/en-US/Article/People-in-Outook-Web-App-5fe173cf-e620-4f62-9bf6-da5041f651bf?ui=en-US&rs=en-US&ad=US%23_Toc361904803
https://support.office.com/en-US/Article/People-in-Outook-Web-App-5fe173cf-e620-4f62-9bf6-da5041f651bf?ui=en-US&rs=en-US&ad=US%23_Toc361904803

7. Some of my Contact Groups are not working. What do I do? You may needtorecreate some
of your previous groups. To create personal contact groups, see the Bear Clue Sheetfound
here: linkonthe Icmcisd website orgo to thislink for instructions on creating groups

8. How can | send email to others outside of our District? Some contacts that previously resided
on the Region 5 email servers may need to be deleted and recreated. Please contactyour
campustechnician orthe Technology Help Desk at extension 2000 if you are having problems
sendingorreceivingemailfromanotherdistrict. If you need to recreate new contacts,
instructions can be found here: Create New Contactsin Office 365

9. Someone at another school is sending me email, but | am not receivingthem. How can |
resolve this? See the response from Region5 here: "Otherschoolsinour Region are beginning
to migrate off of our hosted email to otherservices such as Office 365. Whenthis happens, it
will cause someissuesinsending emailtothem. What happensis, Outlook triesto sendtotheir
old mailbox which nolongerexists. Here is the solution: Whenyou start an email tosomeone
at anotherschool (forexample, Spurger) theirname will drop down belowthe “To:line. (see
picture below) Click the “X” that shows up at the end of the drop down to remove the account
for the Quick Contact cache. At this pointyou have to retype theirfull email addressin."
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10. I registered for a seminar or workshop at Region 5 and didn't receive my email. What can |
do? Region5 has discoveredanissue with theirregistration system afterthe migration of our
email. Atthistime, we can still register forworkshops and print certificates, but will notreceive
email notifications to ourlcmcisd.org email address. Region 5plansto upgrade their
registration system atthe end of 2014. Once they migrate this should notbe an issue anymore.
We do not have a solution at this time.


https://support.office.com/en-US/Article/People-in-Outook-Web-App-5fe173cf-e620-4f62-9bf6-da5041f651bf?ui=en-US&rs=en-US&ad=US%23_Toc361904803
https://support.office.com/en-US/Article/People-in-Outook-Web-App-5fe173cf-e620-4f62-9bf6-da5041f651bf?ui=en-US&rs=en-US&ad=US%23_Toc361904803
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I'm gettinglots of SPAM, what can | do about this? There are two optionsforspam/junk email.
One optionisto clickon the spam message, and select send toJunk Folder. the more spamyou
sendto the Junk Folder, the better Outlook will getat blockingthe spam. The otheroptionisto
forward all spam/junk mail to: spam@Icmcisd.org. Once the technology department receives
the spam notification, we cansetrulesto eliminate the emailsin question.

Can | use Office 365 on my mobile device? Office 365 can be used on Android, iPhones, iPads,
and Windows phones as well as avariety of tablets, laptops, etc. If you have an Android or
Windows 8 (or higher) Phone you have full access to the Office Mobile app with the ability to
view, editand create files. Formore information on Office Mobileclick here.

Can I still use Webmail from the link on the District Home Page? Yes, you can still use the

webmail link onthe District Home Page. However, you will be directed to the new mail servers
at Microsoft.

How much storage do | have in Outlook within Office 365? You are allowed 50GB of email
storage.

Will my email address change for faculty and staff? No, your currentlcmcisd.org email address
will remainthe same.

Will my email address change if | am a student? Email addresses forstudents grades 6-12 will

change from the Gaggle email address used lastyear(studentusername@|cm.gaggle.net) tothe
Office 365 email format (studentusername@I|cmcisd.org) forthe 2014-2015 school year.

As an employee, can | still use the Outlook client on my desktop? Faculty and staff will be able
to use the Outlook client on the desktop until computers are refreshed. District computersare
refreshedin cycles. Faculty and staff may not be refreshed atthe same time. Aftercomputers
are refreshed, only the web interface will be supported.

Can I still share my calendar? Yes, calendarsharingis supportedin Microsoft Office 365.

Willl be allowed to change my password? Yes, both email andthe othercloud basedservices
in Office 365 are now tied to the District authentication system. This meansthatwhenyou
change the password on your computer login, it will change in Office 365 as well. You will not
be required to maintain an additional email address password.

How do I create or make changesto a Distribution List? Distribution Lists are created by Office
365 Administratorsinthe Technology Department. These groups have additional security and
access may be limited based on permissions from Campus or District Administrators. New
system distribution lists or changesto the lists must be submitted in aservice requestand
require approval. These changes are made by Office 365 Administratorsin the Technology
Department.

The Address book in Outlook looks differentand | am now able to see students. How can |
filterso that | can only see employees? You can select Employeesfromthe Drop-Down menu
on the Address Book.


mailto:spam@lcmcisd.org
http://office.microsoft.com/en-us/mobile/
mailto:studenusername@lcm.gaggle.net
mailto:studentusername@lcmcisd.org
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What is OneDrive? With OneDrive you get 1 TB of free cloud storage to store your files, photos,
etc. and you can syncthem with all your devices. Editing and collaborating on Office documents
isnow easierthanever. Youcan accessthe latestversions of the filesin OneDrive from any
device anywhereyou have Internet Access. You can share documents or photos through email,
postto a social network oryourwebsite oryou can blog directly from OneDrive. LCMCISD
Technology Department can also install the OneDrive app on yourdesktop that creates a folder
that syncs with your cloud folderand lets you access files on your computer remotely.

How do | Access OneDrive? Signin fromthe District Website by selectingInside LCM, and then
select Microsoft Office 365. Loginusingyour email address and the password youusetologin
to yourcomputer. Once you are signed in, click OneDrive in the Navigation Pane at the top of
the window.

What is a SharePoint/Team Site? SharePointonline provides alocation where employees can
collaborate with team members, share District resources and information, and viewand edit
files stored within asite.

Are faculty and staff able to use a Departmental/Class SharePointsite? Yes, howeveraservice
requestisrequired and approval is needed from the campus or departmental administrator.

How do | access our department or campus website? You can accesssites by loggingintoyour
Office 365 account and click Sitesinthe Navigation Pane at the top of the window.

Can everyone see my departmental site? Accesstoa siteisbasedon permissionsrequested by

the campus or departmentadministrator. The administratorshould include the names of the
faculty or staff members who need access tothe site inthe service request.

Can a SharePoint /Team Site be customized? It is possible for some customization of asite.
Note: Site customizations must be approved by the campus or departmental administrator.



29. Is there a maximum file size | can upload on a team site? The maximum file size peruploadis
100MB. Team sitesare initially provided with 5GB of storage available.

30. Where can | find training resources for online versions of Microsoft Apps in Office 365? You
can find basicinformation and training forthese apps:

e Basictasksin Word Online

e Video:What'snewinWord Online
e BasictasksinExcel Online

e Basictasksin PowerPointOnline

e Basictasksin OneNote Online

e BasictasksinLync

e Office 365 trainingin AtomicLearning (use district computerloginand password)

e Thereare resourcesfor using Office 365 on the Microsoft Partnersin Learning Network. You
can create an account usingyour Ilcmcisd.org email and password to research and find other
Office 365 resources.

e Sample Lesson Plan - Learning Across Borders —(using web conference) (requires login to
Microsoft Partnersin Learning Network to view lesson)

e Searchforlessonplansinthe Microsoft Partnersin Learningwebsite based on age, subject,
focus, etc. http://www.pil-network.com/search/bing

If you need additionalinformation related to Office 365 or Email migration, please contact the
Technology Help Desk at extension 2000.


http://office.microsoft.com/en-us/office-online-help/basic-tasks-in-word-online-HA102843651.aspx?CTT=1
http://office.microsoft.com/en-us/office-online-help/video-whats-new-in-word-online-HA104149187.aspx?CTT=5&origin=HA102843651
http://office.microsoft.com/en-us/office-online-help/basic-tasks-in-excel-online-HA102843654.aspx?CTT=1
http://office.microsoft.com/en-us/office-online-help/basic-tasks-in-powerpoint-online-HA102843659.aspx?CTT=1
https://support.office.com/en-US/Article/Basic-tasks-in-OneNote-Online-80b7e897-88df-49e7-8bfe-a3467a428da0?ui=en-US&rs=en-US&ad=US
https://support.office.com/en-US/Article/Basic-tasks-in-Lync-D6540BDB-A946-4D74-8CDC-F00ABE56B1D6?ui=en-US&rs=en-US&ad=US
http://www.atomiclearning.com/k12/off365_user
http://www.pil-network.com/
http://bit.ly/1xpnbDf)
http://www.pil-network.com/search/bing

