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Use this guide to get up and running with
Microsoft Office 365 in your organization.
All it takes is three easy steps: get started,
bring your organization on board, and
configure optional settings based on your
organization’s needs.



1.
Getting started

Start using Office 365 without
disrupting your current environment.
In about an hour, you can:

Set up your email and be productive
on your desktop, phone, or tablet.

Create documents and collaborate
online with Office desktop
applications, Microsoft SharePoint
Online, and Office Online.

Run online meetings and
communicate with others through
Microsoft Lync Online.
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