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1 INTRODUCTION

This thesis has been commissioned by Arcada — University of Applied Sciences. Arcada
is a Swedish speaking, multi-professional university of applied sciences in Helsinki,
Finland. Arcada has 2700 students from 40 different countries and a staff of 190 mem-

bers.

Arcada is looking for a way to modernize its information services for staff and students.
Currently Arcada offers a range of different information services for different purposes.

One of the problems include the lack of a proper information channel between the
school and students. There is a website which acts as one, but the problem is that few
are using it, because it’s both visually and functionally outdated. Another problem is the
email. Students have old IMAP email mailboxes with small amounts of storage for
email. This causes problems with modern emails and emails with attachments, which
can be large and quickly fill up the email mailbox. Also there is no way to synchronize
or have a shared calendar through the email system, which has an impairing effect for

the collaboration between students.

To provide modern services, Arcada is looking at Office 365 by Microsoft. Office 365
offers a variety of services through the cloud, including large email mailboxes with cal-
endar sharing, and a good environment for different websites and information flow. In
order to make the transition from an on-premises environment to the cloud as smooth as
possible, Arcada commissioned a study about the implementation of Office 365 with its
current information systems. With this study, Arcada will have a solution for how to

best provide the services offered by Office 365 to staff and students.

This thesis will cover the migration of staff and students from an on-premises environ-
ment to Office 365 and the use of different tools inside Office 365. SharePoint Online
will be covered more deeply, as Arcada is looking for specific instructions on how they
can provide the services of SharePoint Online to staff and students. Practical examples

of SharePoint Online are provided to demonstrate certain functions more extensively.



This thesis is made as a guideline for Arcada, but some parts can be used by others as

the instructions aren’t necessarily based on Arcada’s internal information systems.
y

1.1 Methods and scope

This thesis is written based on information gathered from literature studies and practical
testing. The literature studies are information mainly gathered from official Microsoft
resources. These resources have been chosen because the subject of the thesis is strong-
ly connected to one of Microsoft’s products. In order to do practical testing, an Office

365 developer environment has been used.

The goal with this thesis is to investigate how Arcada can best offer Microsoft Office
365 to staff and students and how they should perform the migration from existing in-
formation systems to Office 365. To offer Arcada enough information, a thorough ex-
planation of the different technologies inside Office 365 is made. Arcada is particularly
interested in SharePoint Online and the use of it, so the focus point in this thesis will be

SharePoint Online.

This thesis focuses solely on technical implementations. It doesn’t take into considera-

tion any economic- or usability-related aspects.



2 OFFICE 365 - BACKGROUND

2.1 Office 365

Office 365 is an online service by Microsoft Corporation, initially launched globally the
28" of June 2011 (Microsoft 2011a). Office 365 is a subscription-based service that of-
fers a wide range of Microsoft’s services from the cloud. The service includes hosted
email, social networking and collaboration, cloud storage for subscribers and the Office
software suite, either as desktop applications or online through the browser. Office 365
is a SaaS solution. SaaS (or Software as a Service) is a solution where one or more ap-
plications are distributed through a cloud service to multiple users, regardless of their
location, rather than the traditional model where applications are installed locally per
user and computer (Microsoft 2012a). SaaS allows activities to be managed from one
central location in a one-to-many scenario, meaning if the software is to be updated, it
doesn’t require any interaction from the end user. Instead the software is being updated
from the cloud and the user accessing the software will automatically be presented with

an updated version, as Figure 1 illustrates.

Software vendor domain Software user domain

N N N Functionali N N
[ Design ) Code > Build >Deploy>w[ Install >(onﬁgure> Use >
14 14 14 14 14

Ofd school model of deployed on premises

N N N Functionalit
[ Design > Code ) Build >Deploy>u_____#>
V 14 14

Software as a Service

Figure 1. Illustration of the SaasS structure (Michelle Perkins, Adobe Blogs 2010).

2.1.1 Exchange Online

Microsoft Exchange is a part of Office 365 and offers hosted email. Each user has 50GB
of storage space for email storage. With Exchange Online the user will have the ability
to synchronize contacts and calendar across a variety of devices and the option for push-
based email (Microsoft 2014b). In addition to device synchronization, Exchange Online

offers a webmail-based option, OWA. OWA is used to access email, calendars, con-
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tacts, tasks, documents in SharePoint and other email mailbox content through a web-

browser.

2.1.2 SharePoint Online

SharePoint Online gives users the ability to create internal and external sites to share
documents and information with colleagues, partners and customers (Microsoft 2014c).
Internal sites can consist of different team sites that provide information for a specific
team or group inside the corporation. They can provide any type of web based content,
tasks and calendars etc. for the team to collaborate. External sites can provide similar
information and functionality as the internal sites but are meant for users outside the or-
ganization. SharePoint Online increases the possibilities for user and team collaboration
inside an organization. It works as an information channel to the users in the form of

team sites and other internal project or intranet sites.

2.1.3 OneDrive for Business

OneDrive for Business (formerly known as SkyDrive Pro) gives users a personal stor-
age in the cloud. The basic quota for users is 25GB. Users can upload documents and
files to their personal OneDrive folder and access them from any device through a dedi-
cated OneDrive application or through the web browser. Users can also share their
OneDrive folders and files to internal and external users (Microsoft 2014c). With a
cloud connected storage service OneDrive for Business increases the collaboration op-

portunities between users, in the form of simple file sharing.

2.1.4 Office Online

Office Online (formerly known as Office Web Apps) is an online suite of Microsoft’s
traditional Office desktop applications. Office Online gives the ability to create and edit
Word, Excel and PowerPoint files from a web browser. It features real-time co-
authoring capabilities for collaboration on shared documents, presentations, spread-
sheets and notebooks (Microsoft 2014¢). Office Online is a tool with which users can

quickly edit or create Office documents regardless of the computer or device they’re
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using. Office Online is integrated into Office 365 and gives the user the ability to create

and edit Office documents directly from their OneDrive for Business site.

2.1.5 Lync Online

Lync is Microsoft’s instant messaging service (IM) that enables internal users the possi-
bility to communicate in real-time with each other regardless of their physical location.
Lync enables voice and video conferencing with one or multiple users, file sharing, in-
stant messaging, status information and desktop or program sharing (Microsoft 2014d).
Lync is a tool with which users can effectively participate in remote meetings or quickly
ask questions from colleagues. Lync is used through a desktop application, mobile ap-

plication or through a web browser.

2.2 Subscription plans

Office 365 features a range of different subscription plans to cover different organiza-
tional needs. This thesis will focus on Office 365 Education. Office 365 Education of-
fers three different subscription plans which are detailed in Figure 2. Arcada is planning
to start with plan A2, which doesn’t offer desktop applications of Office 365. If Arcada
were to upgrade to plan A3, it could offer staff and students the newest version of Of-
fice desktop applications, Office Mobile applications for Android and Apple iOS devic-
es. In addition Arcada gets a guaranteed 99,9% uptime assurance for Office 365 from
Microsoft as well as features like eDiscovery center, which offers search across Share-
Point sites and Exchange email mailboxes (Microsoft 2014h). Figure 2 illustrates the
differences between the subscription plans. On time of writing this the Office desktop

version is Office 2013.
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Free for academic institutions

Students: $2.50 per user/month
Faculty and staff: $4.50 per user/month

Students: $3 per user/month
Faculty and staff: $6 per user/month

o Cloud-based email, calendar and
contacts

e Use your own domain name

® Instant messaging, voice and video chat

® Online conferencing with desktop
sharing

e Web-based viewing and editing of
Word, Excel, PowerPoint, and OneNote
files

Everything in A2, plus:

o Office Professional Plus 2010 desktop
version subscription (for up to 5 devices
per user)

® Unlimited email storage
e Archiving

o eDiscovery tools to support your
compliance needs

* Hosted voicemail support

Everything in A3, plus:
e Enterprise voice capabilities

Replace or enhance a PBX with Lync
Server on-premises

Figure 2. Comparison of subscription plans for Office 365 Education (Jibran Jamshad, MSDN Blogs 2013).
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3 IMPLEMENTATION OF OFFICE 365

This chapter will explain the implementation of Office 365. It will describe the pre-
requisites for the implementation and what needs to be taken into consideration before
starting the process. Chapter 3.1 is focused on user and data management. This chapter
contains subchapters that explain the different steps to migrate users successfully from
an on-premises environment to Office 365. Chapter 3.2 is focused solely on SharePoint
Online and the different features that SharePoint Online offers. This chapter will include
explanations for basic features inside SharePoint Online as well as explanations for ad-

ministrative functions.

3.1 User and data management

This chapter focuses on user and data management. An introduction of the different
techniques and technologies is done in the beginning, followed by explanations to im-
plement Single Sign-On in Office 365, migrating users and email from an on-premises

environment to the cloud as well as synchronizing permissions and groups.

SSO (Single Sign-On) enables users inside an organization to use their corporate cre-
dentials to access Office 365 services. SSO removes the need to manage multiple logon
identities and passwords. SSO helps an organization to enforce password policies and

account restrictions in both the on-premises environment as the Office 365 directory.

B e
= - Outlook 2010

Username: Contoso\johnsmith i Outlook Web App
Password: Or@ngel23 Corporate credentials grant

access to Office 365 via rich
and web experience clients.

On-premises resources
e

. . e Lync
Contoso user signs .Wlth Online
corporate credentials
SharePoint Online

On-premises environment Office 365 enterprise plan environment

Figure 3. Illustration of the Office 365 SSO Experience (Microsoft 2014q)
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AD FS (Active Directory Federation Services) is a software component by Microsoft
for Windows Server operating systems to provide users with SSO access to systems
across different organizational environments. AD FS uses Active Directory Domain

Services as an identity provider to establish a trust between two business partners (Mi-

crosoft 2014t).

STS (Security Token Service) is a service component that builds, signs and issues secu-
rity tokens according to the WS-Trust and WS-Federation protocols. STS is pre-built
inside AD FS 2.0 (Microsoft 2014r).

Federated Domain is the domain name for the organization after it has been registered
in Office 365. When signing up for Office 365 users are given a default subdomain
called onmicrosoft.com. For users to be able to login through SSO with their organiza-
tional credentials, a federated domain must be created of the organizations domain in-

side Office 365 (Ping Identity).

3.1.1 Setting up SSO

Before migrating user data or files to Office 365 certain preparations must be made.
One of them is setting up SSO. SSO enables users to access both the on-premises and
Office 365 environments with a single username and password. It allows users to access
Microsoft cloud services with on-premises AD credentials (Microsoft 2014f). SSO pro-
vides users with a single login screen, instead of multiple ones for each service. Users
need to sign in only once and remember only one username and password. Furthermore
it allows administrators to control account policies for cloud-based email mailboxes by

using on-premises AD management tools.

Deploying SSO includes several components that configure the trust relationship be-
tween the on-premises AD FS server and the Microsoft Federation Gateway. SSO re-

quires both a STS infrastructure and DirSync (Microsoft 2014f).

In order to implement SSO, following requirements must be met.
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* Active Directory deployed and running in either Windows Server 2003 R2,
Windows Server 2008, Windows Server 2008 R2, Windows Server 2012, or
Windows Server 2012 R2 with a functional level of mixed or native mode (Mi-
crosoft 2014g).

* ADFS 2.0 and an AD FS 2.0 proxy (Microsoft 2014g).

* A SSL certificate for the federated domain must be bound to the default website
of the AD FS 2.0 server (Petri 2013b).

* The federated domain is added and verified within the Office 365 management
portal (Petri 2013b).

After the requirements are met, a new on-premises STS infrastructure must be set up to
provide the local and remote AD users with SSO access to Office 365. The Windows
Azure AD, which is the cloud back-end, provides identity and access capabilities for
Office 365 and supports the following security token services.

* AD FS (Microsoft 2014f).

* Shibboleth Identity Provider (Microsoft 2014f).

*  Other third-party identity providers (Microsoft 2014f).

In order for SSO to work properly DirSync must be set up, which will be explained in
chapter 3.1.2. After DirSync has been set up, STS needs to be verified as functioning
properly. This can be done e.g. by signing into Office 365 from a local domain-joined
computer with the same login credentials as in the on-premises AD or with the Mi-
crosoft Remote Connectivity Analyzer —tool from the Office 365 management portal

(Microsoft 20141).

3.1.2 Synchronization of users from an on-premises environment to Of-
fice 365

Arcada is using an on-premises installation of AD for user management. Office 365 is a
service of its own and in no way connected to on-premises installations by default. In
order to gain access to Office 365 a user must have an active account in Office 365. If a
user needs to use the functions inside Office 365, such as Exchange or Lync, a user
must also have an active Office 365 subscription (Microsoft 2013a). For the sake of
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administration, a single user management option is desired. This means that the users
are managed from either an on-premises AD installation or directly from Office 365. In
this thesis the on-premises AD installation will function as the source for user manage-

ment.

In order to get the users from the on-premises installation to the Office 365 service, Ar-
cada must use DirSync. DirSync is a tool created by Microsoft and it replicates certain
objects and attributes from the on-premises AD with Windows Azure AD. The objects
that are replicated include user and group information and the attributes include infor-
mation such as the users’ phone number or title (Petri 2013a). The DirSync tool must be
installed on a dedicated computer in the on-premises environment. When the user ac-
counts are synchronized with Office 365 for the first time, they are marked as inactive.
They don’t have any of the features inside Office 365 activated, meaning they can’t
send or receive email and they don’t consume any subscription licenses (Microsoft
2013a). At this time there is no built-in automation for assigning licenses or activating
users. However this can be achieved with a set of PowerShell scripts, which are shown
in Figure 4. The scripts can be found and downloaded from
http://social.technet.microsoft.com/wiki/contents/articles/15905.how-to-use-powershell-
to-automatically-assign-licenses-to-your-office-365-users.aspx. Figure 5 outlines all

possible steps that are part of a license assignment process.

File Description

Creates a source data file based on information from your Active Directory Domain

Get-Li inglnputFromAD.ps1
et-LicensinglnputFromAD.ps Service.
SetupScript.ps1 Configures your environment for running the Licensing scripts

Assigns licenses based on a source data file. The content of this template file is used

AssignlLi t
ssignticense.fmp by SetupScript.ps1 to create the actual PowerShell script file.

Creates a report of all licensed users in Office 363. The content of this template file

Gei-MROsek icensmaficpon-Smp is used by SetupScript.ps1 to create the actual PowerShell script file.

Figure 4. Description of script files for assigning licenses (Microsoft 2013b).
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Prepare your on-
remises directory Run
: {ex. Active 1 Getlicensinglnputfr
Directory} omAD.ps1

Run SetupScript.ps1 Run

to prepare to access .| N
- Assignlicense.psl to
71 your Office365 | Assig £
license your users
tenant

Create a CSV of
UPNs and Desired
License

Figure 5. Steps in a license assignment process (Microsoft 2013b).

Microsoft recommends that a cleanup of AD is performed before beginning the Office

365 DirSync deployment (Microsoft 2013a).

During the initial synchronization, a copy of all the local AD users and groups is created
and sent to the Office 365 Windows Azure AD. From then on, the DirSync tool checks

for changes or new users, and writes those to the cloud when found. (Petri 2013a).

DirSync synchronizes by default only from an on-premises environment to the cloud.
Two-way synchronization is possible through a hybrid deployment feature in the
DirSync tool. Two-way synchronization enables the control of certain directory objects
(such as users) to be modified in the Windows Azure AD. Changes made in the cloud
for these objects are then synchronized back to the on-premises AD. It is to be noted
that the two-way synchronization isn’t allowed to modify all attributes in the directory.
It will only have permission to modify those attributes that can be written back from

Windows Azure AD, as illustrated in Figure 6.
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Write-Back attribute

Exchange "full fidelity” feature

msExchArchiveStatus

msExchUCVoiceMailSettings

msExchUserHoldPolicies

ProxyAddresses
(LegacyExchangeDN <online
LegacyDn> as X500)

PublicDelegates

SafeSendersHash
BlockedSendersHash
SafeRecipientHash

Online Archive: Enables customers to archive mail.

Enable Unified Messaging (UM) - Online voice mail: This new attribute is used
only for UM-Microsoft Lync Server 2010 integration to indicate to Lync Server
2010 on-premises that the user has voice mail in online services.

Litigation Hold: Enables cloud services to determine which users are under
Litigation Hold.

Enable Mailbox: Offboards an online mailbox back to on-premises Exchange.

Cross-premises Public Delegation: Enables users to specify delegates for their
mailbox.

Filtering: Writes back on-premises filtering and online safe and blocked sender
data from clients.

Figure 6. Permissions for two-way synchronization (Microsoft 2014k).

3.1.3 Migrating staff email mailboxes into Office 365

Arcada is using Microsoft Exchange 2010 SP3 to provide email services for the staff. In

order to migrate Exchange 2010 email mailboxes to Office 365 a hybrid deployment

must be used. Arcada is looking for a solution where they keep their on-premises Ex-

change environment for staff. This can be achieved with a hybrid deployment. Arcada’s

current structure resembles the one in Figure 7.

On-premises organization

Ex2010

DC1 mail.contoso.com
corp.contoso.com Mailbox/CAS/Hub
Domain controller Transport server &&
Remote
On-Premises
Users

DC2
corp.contoso.com
Domain controller

Qutlook Web App
Mail flow to and from the Internet

Figure 7. Exchange environment before a hybrid deployment (Microsoft 2013e).

A hybrid deployment creates a link between the on-premises Exchange environment

and the Exchange Online environment in Office 365. It enables users in both the on-
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premises Exchange environment and Exchange Online environment in Office 365 to
find one another in the global address list (GAL), and to send, receive and reply to email
regardless of which system is hosting their email mailbox (Microsoft 2014j). After
performing a hybrid deployment, the Exchange environment changes to resemble the

one illustrated in Figure 8.

On-premises organization Office 365 for enterprises
Exchange & & 4
PP Online =
. A Microsoft EOP .
corp.conso.com Dirs 7| Online 1D ‘ Office 365 directory
Domain controllers Directory H T
synchromza(lon '
server H
""" <Y N Microsoft S
[ > Q > < Federation
& Gateway dr-----1 >
Ex2010 ADFS contoso.mail.onmicrosoft.com (managed)
I\T;:lt;g?g:\sg/.;ﬁ? sti.éc;gtoso.com contoso.com (federated)
Transport server Server
-

Recipient synchronization from on-premises to cloud
Recipient synchronization within Office 365 for enterprises
On-premises federation trust

Edge
edge.contoso.com
Edge Transport
server

——————— Pre-defined cloud federation trust

Actlve Directory Federation Services trust to Microsoft
Online ID from on-premises

W

------- Pre-defined ADFS trust to Microsoft Online 1D from cloud
Mail flow between on-premises and cloud organizations
——————— Mail flow to and from on-premises and the Internet

Mail flow from Exchange Online recipients to the
Internet is dependent on later configuration and is
not shown in this diagram.

Figure 8. Exchange environment after a hybrid deployment (Microsoft 2013e).

In order to perform a hybrid deployment certain criteria must be met. The organization
must have at a minimum
+ Exchange 2010 SP3 installed, configured with the Client Access and Hub
Transport server roles. Microsoft recommends deploying more than one
Exchange 2010 SP3 server in the on-premises environment to help increase
reliability and availability of hybrid deployment features. The best practice is to
install the email Mailbox, Client Access and Hub Transport server roles on each
additional Exchange 2010 SP3 server deployed in the on-premises environment
(Microsoft 2013c).

» AD synchronization server (Microsoft 2013c).
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* AD FS server farm or AD FS proxy servers (Microsoft 2013c).

To move existing email mailboxes from the on-premises environment to Exchange
Online, Microsoft recommends the use of the New Remote Move Request wizard in the
Exchange Management Console (EMC) on the on-premises Exchange server (Microsoft
2013d). The user must have an active account and an active subscription in Office 365

before moving the email mailbox.

3.1.4 Migrating student email mailboxes into Office 365

Contrary to the staff email services, Arcada is offering students email services through
an on-premises IMAP service. New students will automatically have their email mail-
box created in Office 365. Existing students will continue to have their email mailbox in
the on-premises service with the option to move their email mailbox to Office 365. To
offer a user-friendly migration, Arcada should create a web-based interface for existing

students who decide to move their email mailboxes to Office 365.

3.1.5 Permissions and groups

To manage permissions and groups in Office 365, it is recommended to use security
groups, instead of setting individual user rights (Microsoft 2011b). The users can then
be assigned to appropriate groups. When DirSync has been set up, existing security
groups in the on-premises environment will synchronize to the cloud. Security groups
can also be created manually from the Office 365 management portal. When security
groups have been set up, permissions are easily assigned to them. These security groups

can be used to set groups and permissions in SharePoint Online (Microsoft 20140).

3.1.6 Deactivation of users leaving the organization

By default, students that graduate lose their Office 365 subscription through the institu-
tion. (Microsoft 2014a). Students that graduate can be moved to an alumni license,

which provides the basic email account, contacts and calendar.
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3.2 Implementation of SharePoint Online

3.2.1 What is a site collection?

A site collection is a grouping of websites that have the same owner and share settings,
such as permissions. When a site collection is created, a top-level site is automatically
created in the site collection. One or more subsites can be created below the top-level

site, if needed (Microsoft 2014m).

Site Collection

The site collection root is a top-level
site

Example: contoso.sharepoint.com

It can be the “parent” of many sites

Subsite 1 Subsite 2
Example: Example:

Subsite 3
Example:
contoso.sharepoint.com/markets contoso.sharepoint.com/technologies

contoso.sharepoint.com/sales

Figure 9. Site collection hierarchy (Microsoft 2014m).

Site collections serve many different purposes. The top level site can be seen as the
main site for a team. The subsites are sites inside the top level site that can be used for
specific team projects. In the case of Arcada e.g. each institution can have their own site
collection in order to target their students with specific information and/or features.
More specific content for smaller groups can be targeted through subsites, if there is a

need for it.

When creating a site collection the user has the option to use site templates. Site tem-
plates can be pre-populated with lists, libraries, pages and other elements or features to
support specific needs. If a site collection uses a template, each site inside the site col-
lection will inherit the properties from the chosen template. The use of more than one

template inside a site collection is possible (Microsoft 2014m).
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3.2.2 What is a site?

Sites are websites that can be created inside SharePoint Online, or they can be plain
links inside SharePoint Online pointing to external websites. Users can create and man-
age custom team-focused and project-focused sites for collaboration. Administrators can
in addition to team sites, create company-wide intranet portals or public facing external

websites.

3.2.3 Personal sites

Personal sites or “My Sites” are sites that provide users options for social networking
inside SharePoint Online. My Sites provide users a centralized location to store, share
and track information. At their My Site users can edit their profile picture or write a de-
scription about themselves. My Sites are by default divided into three primary compo-
nents (Microsoft 2014m). The sites can contain Web Parts, which enable the user to add
functionality to pages without having to write any code. Web Parts can be e.g. docu-
ment libraries or charts on pages. The user knows that he/she is on a personal site, when
the URL contains the snippet —my. E.g. Contoso-my.sharepoint.com (Microsoft 2014p).
+ My Newsfeed is the default landing page. This page displays a feed of recent ac-
tivities related to a user's specified co-workers and interests. Users can custom-
ize their newsfeeds by following co-workers, specifying interests, and configur-
ing activities they want to follow.
* My OneDrive for Business Content is a Web Part page that displays content a
user has stored in the My Site.
+ My Sites is a page of links to sites that a user has decided to follow and links to
suggested sites.
» About Me is the page where users can share their expertise, profile picture and
more. The About Me page is the page that is visible to other users inside the or-
ganization when they visit other user profiles. The My Newsfeed and My

OneDrive for Business Content pages are available only to the user.

Figure 10 illustrates the top bar of Office 365, which shows links to personal sites such

as the users newsfeed and sites, the users OneDrive content and the users about me

page.
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Outlook Calendar People Newsfeed OneDrive Sites «.. Admin v EEVETMEEL[VSE

About me
Sign out
My Settings

Personalize this Page

Figure 10. Screenshot of the view for different personal sites.

By default, all authenticated users can create a My Site. The SharePoint admin can cus-
tomize My Site content for each user in the organization and enable policies to protect
privacy (Microsoft 2014m). The My Site host controls the appearance and behaviour of
the Newsfeed and About Me pages on all personal sites in the organization. The Share-
Point admin can create a template for these sites to create a unified experience across all
personal sites and limit the type of information shared (Microsoft 2014p). To create a
template for the My Site host, the SharePoint admin must use apps and web parts. The
SharePoint admin can create a shared app, which will reflect its contents across all per-
sonal sites. To create a shared app the admin has to be either on the Newsfeed or About
me page on the My Site host and click settings -~ Manage shared apps. Then the admin

has to add the new shared app, which will be featured on all personal sites.

Site Contents

Lists, Libraries, and other Apps

& add an app

User Photos

4 tems
i Modified 3 hours ago

Figure 11. Add a new shared app (Microsoft 2014p).

Form Templates

0 tems

| | Modified 4 weeks ago
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To add the new shared app to the personal sites, the SharePoint admin has to choose
Settings -> Edit page, from either the Newsfeed or About Me page. The admin can then
choose to which part on the page to add the app. This will then be reflected to all per-

sonal sites.

Add a Web Part

Add a Web Part

_ dle Right Zone
Calendar

€ (%) Apri, 2014 Add a Web Part

SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY
30 31 1 2 3 4 5 Followed Counts

Trending Hashtags

Tagging's been quiet lately. No trending tags right now.

Figure 12. Screenshot of adding a new web part.

3.2.4 Administration of SharePoint Online.

The SharePoint Online Administration Center enables the SharePoint Online Adminis-
trator to manage and maintain site collections, and enable features that work across site
collections (Microsoft 20141). This includes, but is not limited to creating new and de-
leting existing site collections, setting OneDrive storage quota for individual users, as-
signing permissions, and enabling different features. In order for sites to function, site
collections must be set up. There are three administrative roles in the SharePoint Online

service administration (Microsoft 2014m).

* Global admin Admin for the Office 365 Portal; can manage service licenses,
users and groups, domains, and subscribed services. In Office 365, a Global ad-
min is also a SharePoint Online admin.

* SharePoint admin Global admin whose primary job is to manage a Share-

Point Online environment using the SharePoint admin center; can create and
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manage site collections, designate site collection administrators, determine ten-
ant settings, and configure e.g. search, and user profiles.

+ Site collection admin User with administrator permissions to manage a site
collection. A site collection can have several admins, but only one primary ad-
min. The SharePoint Online admin should assign permissions to the primary site
collection administrator when creating a site collection. More administrators for

the site collection can be added afterwards.

When a site collection is created, a global admin or SharePoint admin designates a pri-
mary site collection admin. Microsoft recommends that one or more site collection ad-

mins are designated as backup, as well as designating a secondary global admin inside

Office 365.

3.2.5 Manual Site creation

A student can manually create a site for e.g. a group assignment in a course or project, if
the SharePoint Online setting for this feature is enabled. Users can then share infor-

mation inside the site related to its purpose.

To manually create a site the user has to navigate to the Office 365 portal. Inside the
portal the user has to choose “Sites” from the navigation bar. At the “Sites” page the
user will see a number of promoted sites, assuming public or internal sites have been
created and promoted. As Figure 13 illustrates, the user will see a link “+ new site” and
by clicking that link the user will be able to give the site a name, a custom path, write a
description and add additional site owners etc. When the site has been created the user
can customize it to fit his/her needs. Depending on how the users’ site is set up, the new

site will be a site collection or a subsite.
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@ new site Search everything

Manage the promoted sites below

Followed Sites

Health care

Figure 13. Screenshot of creating a new site.

3.2.6 SharePoint Online audiences

SharePoint Online audiences are groupings of users that can be targeted for specific
content inside the organization. Groupings are determined by memberships in Exchange
Online distribution groups, memberships in SharePoint groups, or rules that are config-
ured by the SharePoint Online admin in the SharePoint admin center (Microsoft 2014n).
SharePoint Online offers audience targeting for web parts or navigation links, from the
web browser. In order to target pages or page layouts for specific audiences, a specific

web service inside SharePoint Online can be used.

SharePoint web parts have a property called Target Audiences, which allows admins to
assign a specific audience for that web part. Once the target audience has been set, the
web part will only be visible to users inside that group (Susan Shao, imason blogs
2014).

3.2.7 SharePoint Store

When creating content for site collections and sites, there’s an option to embed Share-
Point applications. These applications can be SharePoint applications in the local app
catalog. Applications in the app catalog are local and can be centrally managed by the
SharePoint Online administrator, examples of such are a picture library or calendar. The
app catalog can also host custom made applications that the organization has developed

(Microsoft 2014s). In addition to the applications in the app catalog, there are apps that
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can be installed from the SharePoint Store. The applications in SharePoint Store are cre-
ated by Microsoft or by third-party developers. Every application in the store goes
through a verification to ensure the app follows the guidelines for quality and safety.
Applications in the store can be offered as free, with a trial or paid (Microsoft 2013f).
Applications from the SharePoint Online store can be installed only by the Office 365 or
SharePoint Online admin. When an admin buys or installs a third-party application, it
will automatically be available to all users when they browse under Apps. Admins can
also install them directly to site collections or site templates, which doesn’t require any

actions from the end user (Microsoft 2014s).

m\ Find an app el
SharePoint Store

Price Featured Apps 4
@ Sharero o «

r % )« o ?ﬂ)
scons : :,:m 7
uneemymemrmu: | Cotncem und s guck
A” = == m Ret  Sab
Communication Nintex Workflow for Discover SharePoint SideKick 365 XRM DocuSign for
Office 365 BETA Enterprise SharePoint Online

Content Management

All

Free

Categories

Customer + Contact

Management Most Relevant  Highest Rating  Most Downloaded ~ Lowest Price Name  Newest

Education ary

File Converters + Viewers PC\)J '; - : Go gle/

Financial Management SideKick 365 N T~ s :

Human Resources + HRM ENT e /" &

Recruiting SideKick 365 xRM ThemeBuilder SharePoint Amplifier Google powered

Public-facing Websites Enterprise Extranet search app
18499 € 849¢€

IT/Admin 1249 € Eg Free

Figure 14. Screenshot of SharePoint Store.
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4 SETTING UP A BASIC SHAREPOINT SITE ENVIRONMENT

Given that all pre-requisites are fulfilled and DirSync is set up, this chapter will focus

on setting up a basic SharePoint site environment.

4.1.1 Creation of a site collection

The global admin or SharePoint admin can create a site collection. The site collection is
created from the SharePoint Online admin center, under the tab “site collections. When
creating a new site collection the admin will be prompted for some information, as illus-
trated in Figure 15. Here the admin can choose e.g. the title and address for the site as
well as if the site collection should use a pre-defined template. The admin can also spec-
ify the administrator for the site collection and set the storage and server resource —

quota.

new site collection

Title Information technology

Web Site Address https://lagus.sharepoint.com

/sites/ v | linfotech

Template Selection 2013 experience version will be used

Select a language:

English
Select a template:

Collaboration

Team Site
Blog
Developer Site
Project Site

Community Site

A place where community members discuss topics of common interest.
Members can browse and discover relevant content by exploring categories,
sorting discussions by popularity or by viewing only posts that have a best
reply. Members gain reputation points by participating in the community,
such as starting discussions and replying to them, liking posts and
specifying best replies.

Time Zone (LITC+02:0M Helcinki Kviv Rina Safia Tallinn Vilnine

Figure 15. Screenshot of the creation of a new site collection.
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Once the site collection has been created, it can be visited from the link set at the crea-

tion.

4.1.2 Setting promoted sites

Site collections can be defined as promoted. Promoted sites are a good way to bring

forth sites that are important. The global or SharePoint —admin can specify which sites

are promoted. To make a site promoted, the admin must from the SharePoint admin cen-

ter choose the tab “user profiles”. From the user profiles site the admin will find a link

called “Manage Promoted Sites”.

Use this list to promote certain sites to users. Sites added here will appear on Sites page in user's My Sites.

=i’ New Link | X Delete Link

O
=
O
=

O]
=2
O]
=
C]
=2

URL

https
https:/
https:

https

https://

.//famnen.arcada.fifarbs

/lagus.sharepoint.com/s

//lagus.sharepoint.com/s

://lagus.sharepoint.com/s

asta.arcada.fi/portal

ites/infotech

ites/economics

ites/healthcare

Figure 16. Screenshot of Manage Promoted Sites.

Information technology

Economics

Health care

ASTA

Owner

1:0# flmer

0% flmer

0% flmer

:0% flmer

:0#% flmer

The admin can choose to add new or delete existing promoted sites. If a promoted site is

deleted, it still exists, but doesn’t show up at the promoted sites area. When setting up a

promoted site, the admin sets up certain information such as to which audience this

promoted site should be targeted.
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URL: *
itcom/sites/economics

Title: *
Economics
Description:
Site for students studyir
Image URL:
Owner:
& EB
Target Audiences:
- EE]
OK Cancel

Figure 17. Screenshot of properties of setting up a promoted site.

The promoted sites will show up at the user’s personal site, as illustrated in Figure 18.

@ new site Search everything v 0

Manage the promoted sites below

Information

Health care Economics technology

Sites I'm following Suggested sites to follow F
: - - N ht now.

Information technology 2013 Informationsteknik one right no

https://lagus.sharepoint.com/sites/infotech/student2013  https://lagus.sharepoint.com/Informationsteknik

Stop following Stop following

Information technology Information technology 2012

https://lagus.sharepoint.com/sites/infotech https://lagus.sharepoint.com/sites/infotech/student2012

Stop following Stop following

ASTA

https://lagus.sharepoint.com/ASTA
Stop following

Figure 18. Screenshot of a users’ personal site, illustrating promoted sites.

30



4.1.3 Creating a subsite

The global, SharePoint or site collection —admin can create a subsite inside a site collec-
tion. The subsite can be a more specified site that is connected to its parent site (the site
collection). The subsite can be created from the menu inside the site collection as Figure

19 illustrates. The subsite inherits by default properties from the site collection.

1] Office 365 Outlook Calendar People Yammer OneDrive Sites «e= Admin v
BROWSE  PAGE ) SHARE
Information technology 2012 Information technology 2013 Search this site
Home Welcome to the community. We want to hear from you. Ask a question. Share your thoughts. Get smarter and help others.

Community tools

Categories . .
J @® new discussion Manage discussions

Members
Recent What's hot My discussions & Create categories
About Create badges
Subsites . New student information event Assign badges to members
0 replies Welcome new students! At this event we'll discuss some important topics around how you can s...
0 likes - Reputation settings
Information technology By Martin Lagus | In General | March 22
2012 Community settings
Information technology
2013
What's happenin
Site Contents pp 9
member

Figure 19. Screenshot of site collection mainpage.

31



5 CONCLUSION

On the consumer side cloud services have long been popular, with services such as
Dropbox or Spotify. On the corporate side adaptation of new technology is usually con-
siderably slower, due to unfamiliarity, security concerns or lack of resources to fully
investigate and implement a new service. However cloud services are getting more and
more popular on the corporate side as well, thanks to easier implementation, easier ad-
ministration and a lower cost structure. Office 365 is one of the big contenders on that
front. This thesis offers the reader insight in what a modern cloud service is and how an

organization can best utilize the services and functions provided by one.

This thesis covers the subject on a higher level, meaning it won’t take into consideration
deep specifics of Arcada’s current information systems and their structure. It provides
Arcada the tools to successfully implement an Office 365 environment and instructions
on how user and email migrations can be handled. The instructions provided in this the-
sis are based on instructions found on Microsoft’s official websites and the structure is
set up in a way that feels logical to myself. This thesis would’ve benefited from going
deeper into certain features inside Office 365, but that wasn’t possible in the current

timeframe.

Arcada will be able to use this thesis as a reference, when planning their new and mod-

ern information system environment.

5.1 Recommendations

In order for Arcada to implement Office 365 successfully, this thesis recommends the

following actions and considerations.

Regarding migration of users the following must be taken into consideration. If users
have custom attributes in their on-premises AD environment, the SharePoint admin
must add those attributes into the Windows Azure AD in Office 365 in order for those
attributes to be mapped to the cloud. Arcada can use the same security groups in Share-

Point Online as in their on-premises environment, as the groups synchronize to the
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cloud with the DirSync tool. These groups can then be used in SharePoint Online to tar-

get specific audiences, e.g. students studying information technology or healthcare.

In order to increase collaboration between staff and students this thesis recommends the
use of Lync Online. Lync Online can be installed as a desktop application through the
Office 365 web portal and is by default available for all users with a subscription. Lync
Online will synchronize with the user’s cloud-based address book and will provide the

possibility to e.g. chat in real time with fellow students or staff.

SharePoint Online works best when the users are actively using it. This thesis recom-
mends the creation of a simple guide with few steps about the most important features
in the SharePoint environment, e.g. how to set a profile picture or how to create a dis-
cussion. When planning the use of SharePoint Online it is recommended to carefully
plan the site collections and sites. This thesis gives one solution to consider. Arcada can
create top level site collections for each education program. The site collections would
act like the primary information channels for each program and if needed could contain
subsites or links for program specific courses or information. When creating site collec-
tions or sites, the use of web parts is recommended. Web parts are a simple way to offer
users increased functionality. A suggestion for a web part could be the use of a calendar
for an education program. Every user in the education program could then see relevant

calendar information for the program on its site.

5.2 Future development

To really utilize the services and functions provided by Office 365 and SharePoint
Online, Arcada should consider the integration of existing services into Office 365. Cur-
rently the services are spread out on different websites and they offer little to zero con-
sistency. To provide a consistent user experience Arcada should move existing services
into SharePoint Online. By doing this users will find all the services from one place and
this would increase the use of SharePoint Online, and make it a proper platform for
sharing and receiving information. After all, no matter how good the tools are, they are

worthless without active users.
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To further increase collaboration and social experience, this thesis recommends the con-
sideration of Yammer. Yammer brings versatile social features into Office 365 and can
easily be enabled in the SharePoint Online settings. When enabled, Yammer will re-
place the default Newsfeed inside SharePoint Online. Yammer enables users to easily
discuss topics on a full school scale or in smaller groups for specific subjects. Yammer

is free to use for educational facilities using Office 365.

Arcada should consider a more extensive subscription of Office 365. One which would
offer the latest Office desktop applications for its users. This would enable a more con-
sistent use of tools across staff and students, which helps the teacher in viewing and ed-

iting documents.
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