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1. Introduction

HKT x Office 365 is a productivity tool that integrates Microsoft Office 365 Business with HKT’s
Advanced Email and Cloud Storage services. This document will guide you through the setting-
up procedures for assigning Microsoft Office 365 Business licenses and installing Microsoft
Office 365 on a PC, Mac or mobile device.

2. Getready with your Microsoft Office 365 admin account
Once you have subscribed to HKT x Office 365, you will receive a welcome letter from HKT

containing service details and account settings. Please get ready with your Microsoft Office
365 Administration login account to continue the setting-up procedure.

3. Assigning licenses to Microsoft Office 365 users

In order to use Microsoft Office 365, customers must create user accounts to which to assign
licenses, so please follow the simple steps below:

1. Visit https://portal.office.com. Then sign into the Office 365 portal using your Office 365
admin account (in the welcome letter).

[ Sign in to Office 365

&« C |8 Microsoft Corporation [US]\ht(ps:_J'/Iogin.microsoftonline.com/\oginsrf?wa:wsigmni,o&l psnv=48&ct=1440468292&rver=6.4.6456.0 73| =

I Office 365

Sign in with your work or school account

Email or phone
Password

Keep me signed in

Can't access your account?

Don't have an account assigned by your work or school?
Sign in with a Microsoft account

2. At the Office 365 admin center, choose Users > Active Users. Then choose + as shown in
the following figure.

a PCCW Group member

Hong Kong Telecommunications (HKT) Limited Page 3


https://portal.office.com/

H K I Serve
Here To

Office 365

Office 365 admin center

4 USERS

Deleted Users

Partner Relationships

< C' | 8 https://portal.office.com/admin/default.aspx#ActiveUsersPage

hod
@ DASHBOARD ACTIVE USERS

Search users, admin tasks ar p ) . -
Single sign-on: Set up | Learn more

Active Directory synchronization: Set up | Learn maore

Select a view: |;5.|| users

. = P | Select to add users

Display name User name

Y

3. A Create a new user account page is displayed, as shown in the following figure.

Create new user account

First name Last name

* Display name

* User name
@ L0m 3
Auto-generated password | Type password

Mew password will be displayed in the next page

[1 Make this user change their password with Outlook Web

App on next login.

* Email password to the following recipients

Select licenses for this user:
Office 365 Business Premium license will be assigned to this

user.

Cancel

b4

Status

4. On the Create new user account page, enter display name and user name. The user name
will be used when signing into Office 365.
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5. Select Password setting for the user account. Office 365 will auto-generate a temporary
password by default. However, if you wish to create a different initial password for the
user, choose Type password, then enter a password.

* User name

michael @ | HB01234567.0nm CI'(j

Tick the box to request that the user
changes his/her password when
signing in for the first time.

Auto-generated password Type password

New password will be displayed in the next pag

fake this person change their password the next time they

sign in.

6. In the Email password to the following recipients box, enter email addresses for the people
who need a copy of this person’s account information. You can enter up to 5 email
addresses separated by semi-colons, as shown in the following figure.

* Email password to the following recipients
michael@pcow.com; daniel@pcow.com

Note:
e Be sure to enter an valid email address.

7. Choose Create to create the account. At this point, an email from the Microsoft Online
Service Team is sent to the email address you specified. The content of the email will look
similar to that shown in the following figure.

e Microsoft

A user account has been created or
modified

You can now distribute this
information to your user

The following list contains temporary passwords for newly created or modified user accounts.
Please note:
+  When distributing IDs and passwords to individual users, be sure to do so in a safe and
secure manner.

s Temporary passwords are valid for 90 days

User Name: michael@HB01234567.0nmicrosoft.com
Temporary Password: Taca8874

Once your end users have successfully signed in with their temporary passwords, they can
create new passwords by following the instructions on the sign in page,

Go to the sign-in page, hitps://portal.office.com
Thank you for choosing to host your IT solutions with Microsoft.

Sincerely,
The Microsoft Office 365 Team

8. Now the user account has been created, users can prepare to install Office 365 on their
computers.

a PCCW Group member
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Note:

e FEach user account can install Office 365 on up to 5 PCs or Macs, 5 tablets and 5

mobile phones.

e [fyou want to add multiple users at the same time, please visit
https://support.office.com/en-MY/article/Add-several-users-at-the-same-time-

1f5767ed-e717-4f24-969c-6ea9d412ca88

4. Installing Office 365 for Windows

After your user account has been created by your office administrator, you can download and
install Office by following the simple steps below:

1. Sign in to the Office 365 portal. Choose E top right, then choose Office 365 settings to go

to the Settings page.

Change theme

o] ? Michael A

| Office 365 settings |

Feedback

2. On the Settings page, select Install and manage software.

. Michael

# Edit profile

Genera
Theme

Choose your favorite theme.

Start page

Change where you land when you sign in

. Default theme

Office 365 home page

Software
Install and manage software.

Password

Change your password

Contact preferences
Manage how and why you are contacted.

Language
Select your language for Office 365

Hong Kong Telecommunications (HKT) Limited
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3. On the Office page, select a language and version (32-bit/64-bit). Choose Install to
download the installation file.

Office

Install the latest version of Office

I I P I T » I 0%

Word

Language:

Excel PowerPoint OneNote Publisher  Outlook

Version:

I [English (United States)

" 32-bit (Recommended) Advanced I

Note: Installing additional languages on a computer that already has this version of Office doesn't count against your install limit (10).

Review system requirements
Troubleshoot installation

Install

4. Run the installation file, follow the prompts and accept the license agreement. During
installation, you are required to sign into your Office 365 user account (created by the

administrator).

] Office

Signin an

When you sign in, you ca|
settings are also anline, §

Learn more | Privacy Statement

No thanks, maybe later.

4 Backto video

Sign in

What email address or phone number would you like to
use to sign in to Office? (If you already have an account
that you use with Office or other Microsoft services,
enter it here).

hkio365business.onmicresoft.com

When you sign in, your documents and settings are online

Leam more | Privacy statement

re with anyone. Your

Office is installing in the background (73%) x

You can use your programs now, but plesse don't go offline
or restart your computer.

5. When you see You're good to go, select All done. Now you can start using Word, Excel and
other Office applications.

Hong Kong Telecommunications (HKT) Limited
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] Office

You're good to go.

We're all done, and you can now go offline if you need to. Enjoy!

All done!

Note:

e Each user account can install Office 365 on up to 5 PCs or Macs, 5 tablets and 5 mobile
phones.

e Please visit https.//support.office.com/en-my/article/Download-and-install-Office-
using-Office-365-for-business-on-your-PC-72977511-dfd1-4d8b-856f-
405cfb76839c?ui=en-US&rs=en-MY&ad=MY for detailed setting-up procedures and
support.

5. Installing Office 365 for Mac users

Please follow the steps below to install Office 2016 (latest Office version for Mac) on your Mac
device:

1. Sign into the Office 365 portal, choose E top-right, then choose Office 365 settings to go
to the Settings page.

Change theme

| Office 365 settings |

Feedback

2. On the Settings page, select Install and manage software.

a PCCW Group member
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. Michael  Edit profile

Genera

Theme
Choose your favorite theme.

. Default theme

Start page
Office 365 home page

Change where you land when you sign in.

Software

Install and manage software.

Password

Change your password.

Contact preferences
Manage how and why you are contacted.

Language

Select your language for Office 365. £nglizh(United States)

3. On the Software page under Install Office for Mac, select Install to begin downloading the
installer package.

4. Once download is complete, open the Finder, go to Downloads and double-click
Microsoft_Office_2016_Installer.pkg

[ NON [ Downloads
< 3 = [

7% Applications Name
E Desktop w Microsoft Office 2016 Installer.pkg

@ Documents

£ Install New

© Downloads
Devices

=] Macintosh HD

5. On the first installation screen, select Continue to begin the installation process.

a PCCW Group member
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® w» Install Micresoft Office 2016 for Mac

Welcome to the Microsoft Office 2016 for Mag Installer

. You will be guided through the steps necessary to install this
» Introduction oftware.
License

ation Select

Summary

Continue

6. Enter your Mac login password to complete installation.

— Installer is trying to install new software. Type

. your password to allow this.
® Introduc i " ;

o License Username: Mac User
o Destinat Paseword: |ssssessss|
o Installat| '
o Installal —_—
Cancel Install Software
Summal

7. After Office 2016 for Mac is installed, open any Office software so you can activate Office
and confirm your subscription. Let’s use Word 2016 as an example.

a. Review the What’s new Screen and select Get started.

a PCCW Group member
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What's New in Word

Unmistakably Office, Designed for Mac
imized for the Mac. including

Cloud Connected
Access your recent documents on any device through seamless
integration with OneDrive, SharePoint, and more

Tools and Improved Features
ign Ribbon, sharing options, online templates,
i merge, and more.

Threaded Comments

ck comments and reply to others, so you can have helpful
tions where they matter.

Get started >

b. On the Sign in to activate Office screen, select Sign in and enter your Office 365 user
account.

c. After you sign in, you might see an alert asking for permission to access the
Microsoft identity stored in your keychain. Select Allow or Always allow to
continue.

d. On the next screen, choose an appearance for your Office Installation, select
Continue, then select the Start using Word button to open the app and complete
Office for Mac activation.

You're All Set

You're now ready to use all of the features included with your Office 365
subscription.

Start Using Word

a PCCW Group member
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Note:
e Fach User account can install Office 365 on up to 5 PCs or Macs, 5 tablets and 5 mobile
phones.
e Please visit the Microsoft Office Support website for detailed information:
https://support.office.com/en-us/article/Download-and-install-Office-2016-for-Mac-
using-Office-365-for-business-2eb5e0ad-eb5f-418c-a476-81be30eb6fede

6. Installing Office 365 on mobile devices

Office 365 can also be installed on phones or tablets. Please follow the simple steps below to
install Office 365 on your mobile device:

1. Search for Microsoft Office at Google Play. Select and download the official app.
(for iPhone/iPad users, search for Microsoft Office at the App Store. Installation steps are
the same for Android and iOS)

2. After download and installation, tap any Office app to open it. Swipe through the

introduction and tap Sign in. Then sign in using your Office 365 user account to access the
full features of the Office for mobile app.

a PCCW Group member
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F&r247 ® @ ® 696K/s £

& microsoft office 4

Bl 1] Office

Microsoft Word

Microsoft Corporation &

oAk d
28
Sign in to create and edit documents
Microsoft Excel : for free.
Microsoft Corporation &
b8 8 8 8

oH

. . . ign in >
Microsoft Corporation &
-] Create an account >

JokAAd
Polaris Office PDF PPT XLS [

Polaris Office, Inc ¥

LRARS Skip for now
"B
Microsoft Office Mobile
Microsoft Corporation &
o dek
Office Mobile e

mlll__ Microsoft Outlook

3. Now you can create and edit documents on your Android device.

Note:

e Fach Office 365 user account can install Office 365 on up to 5 PCs or Macs, 5 tablets and
5 mobile phones.

7. Using Outlook for your HKT Advanced Email account

Advanced Email service included in HKTx Office 365 supports the Microsoft Outlook 2013 email
client. Two email protocols are supported by Advanced Email service. One is IMAP, the other is
POP3. Please visit http://biznetvigator.com/advemail/help/setupguide.html/ for an
explanation and recommendations on choosing email protocols.

Setting up IMAP email protocol:

Please follow the steps below for setting up your Microsoft Outlook 2013 in IMAP email
protocol:

1. Run the Outlook 2013 application, click File, then click Add account.

a PCCW Group member
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(if this is your first time running the Outlook 2013 application, follow the Setup Wizard
until you see a figure as shown in step 2)

o3l E
FILE OME SEND / RECEIVE FOLDER VIEW
Copy Folder (E’ _\j A
Move Folder vA
New Mew Search  Rename Mark All  Show
Folder  Folder Folder Delete Folder 3¢ Read Falders
Mew Actions
£
4 Favorites Tuesday, Augus
Inbox Calendar
Sent Items

Deleted Items

4 Qutlook Data File

: Outlook Today - Outlook

Account Information

Open & Export

™.dd an e-mail account to enable additional features,

=+ Add Account

F‘ Account and Social Network Settings
ady

Change settings for this account or set up more connections.

SEEEL Connect to social networks.
Settings ~
Office Account = Mailbox Cleanup
=g Manage the size of your mailbox by emptying Deleted Items and archiving.
Options Cleanup
Tools ~

Exit

2. Choose Manual setup or additional server types > Next

a PCCW Group member
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Auto Account Setup
Manual setup of an account or connect to other server types.

() E-mail Account

Your Mame;

Example: Ellen Adams

E-mail Address: ‘ |

Example: ellen@contoso.com

Passward: ‘ |

Retype Password: ‘ |

Type the passwaord your Internet service provider has given you,

) Manual setup or additional server types ]

f
< Back J[ Next> ]][ Cancel
| &

3. Choose POP or IMAP > Next

() Microsoft Exchange Server or compatible service

Connect to an Exchange account to access email, calendars, contacts, tasks, and voice mail

(7) Outlook.com or Exchange ActiveSync compatible service

Connect to a service such as Qutlook.com to access email, calendars, contacts, and tasks

POP or IMAP
Connect to a POP or IMAP email account

() Other
Connect to a server type that is listed below
Fax Mail Transport

[ <Back [ nmedt> |

Cancel ]

4. Enter information as follows.

Hong Kong Telecommunications (HKT) Limited
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| 3

[ Add Account
h —

POP and IMAP Account Settings
Enter the mail server settings for your account.

User Information
Your Mame: michael
Email Address: micahel@biznetvigator.com
Server Information
Account Type: IMAP lz‘
Incoming mail server: corpimap.netvigator.com
Outgoing mail server (SMTF): | smtpbiz.netvigator.com
Logon Information
User Name: micahel@biznetvigatar.com
Fassword: FEAREEAR

[7] Remember password

|:| Require logon using Secure Password Authentication
[SPA)

Test Account Settings

‘We recommend that you test your account to ensure that
the entries are correct,

Test Account Settings ...

Automatically test account settings when Next
is clicked

Mail to keep offline: All

More Settings ...

[ <Ba ‘][ Next > ]I[ Cancel |

e Your name:

e Email address:

e Account type:

e Incoming mail server:

e Qutgoing mail server (SMTP):
e User name:

e Password:

e Remember password

Click More settings... when you have entered the above-mentioned information.

Your designated display name
Your Advance Email address
IMAP
corpimap.netvigator.com
smtpbiz.netvigator.com

Your Advance Email address
Your Advance Email password

Tick to avoid having to enter password

every time

5. Click Outgoing server, tick My outgoing server (SMTP) requires authentication, select

Use same settings as my incoming mail server.

Hong Kong Telecommunications (HKT) Limited
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Qutgoing Server

i — B
ety L e

My outgoing server [SMTF) requires authentication
@ Use same settings as my incoming mail server
") Log on using

User Mame: |

Password: |

|:| Remember passwaord
|:| Require Secure Password Authentication (SPA)

6. Click Advanced tab, cross check SMTP port equals 465 and IMAP port equals 143. Select

SSL encrypted connection for SMTP server.

,
oo 0 ek

| General.l Outgoing Seru'er| Advanced |

Server Port Mumbers

A ——
Incoming server (IMAF): 143 Use Defaults
Use the following type of encrypted connection:

I Outgoing server [SMTF): 465

Use the following type of encrypted connection:

Server Timeouts
Short 9  Long 1 minute

Folders
Root folder path:

Sent Items

|:| Do not save copies of sent items

Deleted Items

|:| Mark items for deletion but do not move them automatically

Items marked for deletion will be permanently deleted when
the items in the mailbox are purged.

Purge items when switching folders while online

| ok || canca

Click OK to save the settings.

Hong Kong Telecommunications (HKT) Limited
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7. Click Next > to start testing connection to the email server. Once testing is complete,
click Close to activate your account. Emails will be downloaded automatically. Now you
can use Advanced Email service via Outlook 2013.

a PCCW Group member
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g

Add Account

POP and IMAP Account Settings

Enter the mail server settings for your account,

User Information Test Account Settings
— test your account to ensure that
Test Account Settings
|
Congratulations! All tests completed successfully, Click Close to Sto
continue, -
I Close |
ccount settings when MNext
Tasks | Errors
Tasks
: . . File
\/Log onto incoming mail server (POF3) .
JSend test e-mail message falkite
Erowse
More Settings ..
< Back [ MNext » ] [ Cancel ]
Add Account | P
You're all set!
We have all the information we need to set up your account.
Add another account...
<Back || Finish

Hong Kong Telecommunications (HKT) Limited
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Setting up POP3 email protocol:

Please follow the steps below to set up your Microsoft Outlook 2013 in POP3 email protocol:

1. Run the Outlook 2013 application, click File, then click Add account.

(if this is your first time running Outlook 2013 application, follow the setup Wizard until
you see a figure as shown in step 2)

= =
FILE HOME SEND / RECEIVE FOLDER VIEW
Copy Folder (E}_\] A
Move Folder Z
New MNew Search Rename Mark All  Shov
Folder  Folder Folder Delete Folder 35 Read Folders
Mew Actions
<
4 Favorites Tuesday, Augus
Inbox Calendar
Sent ltems

Deleted Items

4 Qutlook Data File

: Outlook Today - Outlook

Account Information

Open & Export

™.dd an e-mail account to enable additional features.

=+ Add Account

F‘ Account and Social Network Settings
L. J

Change settings for this account or set up more connections.

SEEEL Connect to social networks.
Settings ~
Office Account = Mailbox Cleanup
=4 Manage the size of your mailbox by emptying Deleted Items and archiving.
Options Cleanup
Tools ~

Exit

2. Choose Manual setup or additional server types > Next

a PCCW Group member
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Auto Account Setup

Manual setup of an account or connect to other server types.

—————
e

() E-mail Account

Your Mame;

Example: Ellen Adams

E-mail Address: ‘

Example: ellen@contoso.com

Passward: ‘

Retype Password: ‘

anual setup or additional server types ]

Type the passwaord your Internet service provider has given you,

f
<gack [ ned= |J[ cance
| §

3. Choose [POP or IMAP] > [Next]

Choose Service

—
e S T

N

POP or IMAP
Connect to a POP or IMAP email account

(C) Other
Connect to a server type that is listed below

() Microsoft Exchange Server or compatible service

Connect to an Exchange account to access email, calendars, contacts, tasks, and voice mail
() Outlook.com or Exchange ActiveSync compatible service

Connect to a service such as Qutlook.com to access email, calendars, contacts, and tasks

Fax Mail Transport

[ <Back ﬂ[ Net> | [ cance

4. Enter information as follows.

Hong Kong Telecommunications (HKT) Limited
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. _ Bl
Add Account [ﬂ

POP and IMAP Account Settings
Enter the mail server settings for your account.

User Information Test Account Settings
Your Mame: michael ‘We recommend that you test your account to ensure that
| _ the entries are correct,
Email Address: michael @biznetvigator.com
Server Information
Test Account Settings ... ]
Account Type: POP3 |Z|
. . | Automatically test account settings when Mext
Incoming mail server: corppop.netvigator.com iz clicked g - &
Qutgoing mail server (SMTF): | corpmaill.netvigator.com Deliver new messages to:
Logon Information @ Mew Outlook Data File |
User Name: michael@biznetvigator.com © Existing Outlook Data File
I Password: aaaxaaaaaaaaaaal Browse
l Bemember password

|:| Reguire logon using Secure Password Authentication

I [SPA) More Settings ...

[ <Bak |[ Ned> | [ cancel |
e Your name: Your designed display name
e Email address: Your Advance Email address
e Account type: POP3
¢ Incoming mail server: corppop.netvigator.com
e Outgoing mail server (SMTP): corpmaill.netvigator.com
e User name: Your Advance Email address
e Password: Your Advance Email password
¢ Remember password Tick to avoid having to enter password every
time

Click More settings... when you have entered the above-mentioned information.
Click Advanced tab, cross check SMTP port equals 25 and POP3 port equals 110. You
could choose to leave mail on the server after download by ticking the Leave a copy of

message on server check box. This will leave copies of downloaded email for 5 days.
Click OK to save the settings.

a PCCW Group member
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[l | General | Outgaing Server | Advanced |

ey S

server Port Mumbers

Incoming server (POF3); 110 I Use Defaults

|:|This server requires an encrypted connection [55L)

IDutgoing server (SMTP): 25 I

Use the following type of encrypted connection: | Mone

[=]

Server Timeouts
Short .t Long 1 minute

Delivery
Leave a copy of messages on the server
Remove from server after | s = | days

|:| Remove from server when deleted from 'Deleted kems’

Click Next > to start testing the connection to the email server. Once testing is complete,
click Close to activate your account. Email will be downloaded automatically. Now you
can use Advanced Email service via Outlook 2013.

Hong Kong Telecommunications (HKT) Limited
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ur
Add Account | & |

POP and IMAP Account Settings
Enter the mail server settings for your account.

User Information Test Account Settings

test your account to ensure that

Test Account Settings.

Congratulations! All tests completed successfully. Click Close to
continue.

Tasks | Errors

Tasks

ccount settings when Mext

Status

\/Log onto incoming mail server (POP3) Completed
\/Send test e-mail message Completed

Browse

More Settings ...

s TS| T

Add Account | =

You're all set!

‘We have all the information we need to set up your account.

Add another account...

o )
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