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~, Addauser = Usertemplates <~ Add multiple users [~ Multi-factor authentication -, Delete auser ( ) Refresh . Reset password

Contacts

Guest users

Deleted users Display name T Username Licenses

Groups
Billing
Support
Setup
Reports

Health
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Arrow Consultal Add a user

Home

Active 1 :
T “ Set up the basics

Gl To get started, fill out some basic information about who you're adding as a user.

Add a user Product licenses
Contacts

Guest users .
Optional settings First name Last name

Groups =
Billing ' Display name *
Support _ :I

etup Username * Domains

: @ aerWCOHSUItanEIEOIUtiB i
Reports

Health . Automatically create a password

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

Admin centers — : : ;
|_| Send password in email upon completion

Security
Compliance
Azure Active Directory

All admin centers

Show all
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Home .
ACtIVE L Licenses (0)"
Users . Basics

O Assign user a product license

Active users i
Contacts Add a user Product licenses Communications Credits

Unlimited licenses available
Guest users
Optional settings Microsoft 365 Business Standard

Deleted users These licenses do not need to be individually assigned

Groups

Microsoft 365 Business Voice (US)
You're out of licenses. If you turn this on, we'll try to buy an additional
Billing . license for you.

Finish

Microsoft 365 Phone System - Virtual User

Support
25 of 25 licenses available

Setup Microsoft Power Automate Free

9998 of 10000 licenses available
Reports

Office 365 E5
Health You're out of licenses. If you turn this on, we'll try to buy an additional
license for you.

Power Automate per user plan
You're out of licenses. If you turn this on, we'll try to buy an additional
license for you.

Admin centers

Security
Create user without product license {not recommended)

Compliance J They may have limited or no access to Office 365 until you assign a product
license.
Azure Active Directory

All admin centers
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Arrow Consultal Add a user
Home - . .
Active L Optional settings

Users . Basics

fctive sers | . You can choose what role you'd like to assign for this user, and fill in additional profile
Add a user & Product licenses

Contacts | information.

Roles (User: no administration access) ﬁ b4

Profile info

Guest users

Deleted users

1
| Optional settings

Sl Finish
Billing

Support

Setup

Reports

Health

Admin centers
W Security
@ Compliance

Azure Active Directory

All admin centers

Show all
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Arrow Consulta Add a user

Home

Active Optional settings

Users @ Basics

ALEet You can choose what role you'd like to assign for this user, and fill in additional profile

& Product licenses

Contacts | infermation.

Guest users I
Optional settings
Deleted users "
Roles

Groups : -
Finish Admin roles give users permission to view data and complete tasks in admin centers. Give users only the access they need by assigning the least-

Billing permissive role.

Learmn more about admin roles
Support

Setup O User {no admin center access)

Reports (E} Admin center access

Global readers have read-only access to admin centers, while Global admins have unlimited access to edit all settings. Users assigned other roles

Health are more limited in what they can see and do.

Exchange Administrator (i)

Global Administrator (7} _

Global reader (i)

Admin centers

Security

()

Compliance Helpdesk admin (i)

Azure Active Directory Service support admin (1)

All admin centers SharePoint Administrator (1)

Teams Administrator (i)

ODO0oodooDmOd

Show all User Administrator (i)
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Home

Active o Review and finish

Users @ Basics

Active users |

Product licenses . .
Contacts T Assigned Settings

Review all the info and settings for this user before you finish adding them.
Guest users

@ Optional settings

Deleted users 2R | Display and username

Groups . i — Jane Doe
Jane@arrowconsultants.solutions

Billing ) Edit

Support Password
Type: Auto-generated
Edit

Setup

Reports
Product licenses
Hlea Create user without product license.
Edit
Admin centers
Roles (default)
Security User (no admin center access)
Edit
Compliance
Profile info

MNone provided

Azure Active Directory

All admin centers Edit

Show all
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Need to make an appointment?

Misty Murray

Owner, Creator, and Trainer

misty@arrowconsultants.solutions
www.ArrowConsultants.solutions

I:405-666-89/2

Arrow Consultants, LLC



Masterclass Training

Have you enrolled in the Masterclass Training for the
Microsoft 365 Case Management System Users?

e 12+ video tutorial lessons that will teach you how to design, build,
and maintain your case management system.

e Packed with resources such as best practices guides, checklists
for optimizing users, and tips for developing Standard Operating
Procedures.

e One-on-One planning and assistance sessions (free)

e Access to future Masterclass Training sessions & webinars

Click Here to Enroll in the Masterclass

Arrow Consultants, LLC


https://arrowconsultants.thinkific.com/courses/Microsoft-365-for-law-firms

