IMSReady.com Email
Transitioning from Gmail to Office365
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Timeline: System Activity Schedule

Date

Activity

Now

System is currently Syncing “Old” (older than 30
days) Email, Calendar, Contacts

Friday Night August 14«

Now

New Mail routed to Office365

*Gmail will no longer receive new mail.

Friday August 14
to
Monday August 17

Continue to sync recent mail, email and calendar

Now

Logins to Office365 Available

August-September

Access to Google Docs and Sites will remain

*Further instructions for migrating Google Docs will
be made provided in September
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Activation Email: Username, Email and Password

From: Lightner, Travis <Travis Lightner@steris.com>
Date: Mon, Aug 10, 2015 at 10:19 AM
Subject: STERIS Account Information

Below you will find your STERIS account information. This account will allow you to access Office 365 and other STERIS resources. You will receive further
instructions on using this after the IMS training this week.

STERIE Username: Jared Mauldin@imsteris.com
Password: 300000000000

Please see directions below to change your password:

- Browse to http://pwreset.steris.com.
- Type
Jared Mauldin@imsteris.com for the username.

- Enter XXOOOKXXXXXX and click Login.
- Click Options, enter XXXXXXXXXXXX for your current password and enter a new password. See below for the password requirements.

Please see password change requirements below:
- Your new password must be at least & characters long
- Must also contain 3 of the following 4 characters:
- Capital letters
- Lowercase letters
- Numbers
- Special Characters (ex. |@#5...)
- Your new password cannot contain your first or last name
- Your new password cannot contain your username (the name in which you use to login to windows)
- Your new password cannot be the same as any windows password you have used in the past 9 months
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Email Address: @.com

v

Old Google Gmail:
jaredmauldin@IMSReady.com
Old Email and User Name
» New Microsoft Office 365
Jared_Mauldin@imsteris.com
New Email Address, User Name and Password
» Secondary Email —
jaredmauldin@IMSReady.com
will still “receive” incoming email
can not send from

» Not Valid
jaredmauldin@imsred.com

» Portal Login
Unchanged —example: jmauldin
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Conversion: What Is being migrated

Date Converted Converted

No Inbox Rules / Filters
Spam Whitelists

Personal Distribution Lists

Others Shared Calendars
Subscription Calendars
Sharing Permissions

Notes No
Google Docs No
Google Sites No
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Internet Settings: https://adfs.steris.com

File Edit View Favorites Help

Delete browsing history... Ctrl+ Shift+ Del
InPrivate Browsing Ctrl+Shift+P

**Must be completed even if using

ActiveX Filtering

Chrome Browser

Recpen last browsing session

Add site to Start menu

View downloads Ctrl+)

Pop-up Blocker k Internet Options &
SmartScreen Filter >

Manage add-ons . | General | Security |F‘r1'\tacy|I | Content | Connections | Programs | A.dvanced|

Compatibility View settings

Subscribe to this feed... th view or change security settings.

COnne[ Feed discovery 4 &: _ § ®

Windows Update
Localintranet  Trusted sites ~ Restricted
sites

A Trusted sites

J You can add and remove websites from this zone. All

Ctrl+Shift+U this zone will use the zone's security settings.

Performance dashboard

F12 Developer Tools

Trusted sites

This zone contains website
trust not to damage your T
vour files,

You have websites in this

OneNote Linked Notes
Skype for Business Click to Call
Send to OneNote

Add this website to the zone:

https:/adfs.steris.com

Websites:

Report website problems

Security level for thiz zone

Internet options . ,
Allowed levels for this zone: Al 2 3 https: fadf. steris.com
Medium
- - Prompts before downloading potentially unsafe
= |:| content

6= - Unsigned ActiveX controls will not be downloaded
B Resources for On... * | ] fr * g
|

| Print >
File » Enable Protected Mode (requires restarting Internet Explorer)
Zoom (100%) 4 Custom level. [To
ford or phrase... n Safety >
View downloads Cui+) MM 0000

Manage add-ons

F12 developer tools

Internet options

About Internet Explorer
Send feedback

email newsletter ’]ational, Inc.
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»

»

Web Address: outlook.office365.com

outlook.office365.com
portal.office.com

(=] E ]

m <~ ‘if["lhgps/ﬂm’ i 10 @ w«-.O” [ Signin to Office 365 I

] Office 365

Sign in with your work or school account

“f-‘,»—n,wa @example.com

] Office 365

Redirecting

[J Keep me signed in

Username: jared mauldin@imsteris.com
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_ _ ] Office 365
Login: adfs.steris.com

Windows Security

Redirecting

Connecting to adfs.steris.com.

jared_mauldin@imsteris.co... Cancef

Windows*Internet [Password [ Keep me signed in

[Tl Remember my credentials

Explorer|
p \Q’l Use another account

Authentication Required

ok || cancel |

The server https://adfs.steris.com:443 requires a username
and password.

User Mame: | jared_mauldin@imsternis.co ‘

drdrirdrdrdrdrdrded

Password:

Log In Cancel

Username: jared mauldin@imsteris.com
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Login: Office 365 Portal Home

https://portal.office.com/Home ﬂ Office 365

File Edit View Favorites Tools Help

= STERIS

Office 365 Home

Collaborate with Office Online

Oh hey, Alain.

PowerPoint
Excel Online Online

Install Office on more devices

On a PC or Mac: Install

Smartphone or tablet? Get Office on your devices
Leamn how to set up email and Office 365 apps on your device

Integrated Medical Systems International, Inc.
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Apps: Comprehensive Business Apps

[~ Mail - Mauldin, Jared - Outlc

Outlook

o
- &
m Al
Calendar People MNewsfeed Onelrive

PowerPoint OneMote
Excel Online Online Online

Yammer

Sway

o My apps
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Calendar: Comprehensive Calendar

Office 365 Qutlook

40 Search Calendar '@' New | v ©J Share v = Print
< August 2015 > < > August 9—15, 2015 v Day Work week Week Month | Today
s M T W T F S Calendar IMS IT Departmer IMS IT Group
1
10 Monday 11 Tuesday 12 Wednesday 13 Thursday 14 Friday
2 3 4 5 8 T 8
2ug & Alain Vacation Aug 16
9 n 1M 12 13 14 15
Payday o
16 17 18 19 20 21 22
23 24 25 2 2T 28 29 Admin 5 OR dial-in Mauldin, Jared
0 N o .
3p Discuss data warehouse for Finance

Mauldin, Jared
A My calendars

4p IT Support 888.237.7054,10349029% z
Calendar =
« Other calendars S5p Alan Mauldin, Jared Training
~ Groups 6p
- IMS IT Group
7p
Mare
8p
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Scheduling Assistant: View Free Busy
@SpectrumSurgical.com and @STERIS.com

Vo X b ¢ > Monday, August 17, 2015 v ey ek

Untitled event

When Mauldin, Jared Sharp, Greg Costello, Rick
Tue 8/11/2015 i E00AM ¥ I Away Tentative
Until
Tue &/11/2015 ¥ | |B30AM ~ 10a Private Appointment Standing Product Transition
866-548-3459 213 837 5720
All day
11a
Attendees
12p Busy
3 required 2 conflicts System Services weekly planning meeting
. Jareds office
n Mauldin, Jared 1p Busy
Sharp, Greg x 2p
Busy
Costello, Rick ® 3p
Busy )
Tentative
4p |
Sp Busy

6p |
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Taskbar: Chrome..Add to Taskbar

= - KN
~E » Creates an

Mew tab Ctrl+T

lcon on the
MNew incognito window Ctrl+Shift+N
- cor [askbar
Downloads Ctrl+)J
Recent tabs 4 } C
Bookmarks 4 r e a.t e S a
. . . - 100% oo .

5 important to you? For some time, Clutter has Zoom N I I n k to O p e n

Print... Ctrl+P

that a set was 6 eaches but apparently that wa

Save page as.. Ctrl+5
h only has the option to choose Standard Rep; P O u t I O O k a S

Find... Ctrl+F

th Extensions a n
Edit Cut Copy Paste
Task manager Shift+Esc . -
e Application
g Encoding k About Google Chrome
i Help 3
Developer tools Ctrl+5Shift=I
m View source Ctrl+U Relaunch Chrome in Windows 8 mode
71 JavaScnpt console Ctrl+Shift+] . o
’ Exit Ctrl+5Shift+Q
Inspect devices - -
a: reauired to setup the admin acc 339 PM
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Taskbar: Internet Explorer..Pin to Taskbar

e' C : A https://outlook.office365.com/owa/Fpath=/mai 4 C re a.t e S a n I C O n
Oitice 5o S utlook on the Taskbar

Search Mail and Pecple ,0 @ New | v 4 Creates a Ilnk to
open Outlook as

~ Folders |an){ _ )
Inbox 122 Today an AppllCathn
Clutter 3880 | Microsoft Outlook

% P Pin to Taskbar

4
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Mobile Iron: 1I0S — Apple Devices

1. Install Mobile Iron Mobile@work on your phone

6 For iPhone users:  https://itunes.apple.com/us/app/mobileiron-mobile-work-
client/id320659794?mt=8

Complete the install of the app using your Google Play or iTunes account.

2. Configure Mobile Iron

{3 iPhone Setup

**Mobile Iron will configure the native email, calendar, and contact apps on your device.

a. Openthe appon your phone. Mohile Iron App lcon will look like this.
b. If prompted, allow “Push Notifications” or hit “Get Started”.

c. Enter your Username:

d. Enter the server address: mdm.steris.com

e. Enter your password:

f. Tap Go.

g. Click "OK" for the “Mobilelron” Would like to use your current location.
h. Click "OK" for Updating Configuration.

i. Click Install under Install Profile.

J-  Click Install Now.

k. If you do not have a 4 digit PIN to unlock your device you will now be prompted to create one.
l. Tap Install.

m. Tap Done.

Integrated Medical Systems International, Inc.
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1. Install Mobile Iron Mobile@work on your phone

Click on the below link for your phone type.

M O b I I e I ro n : An d ro I d us;;s: F::::::?;?:Iiav.gnogle.eamfstorefappsfdetaiIs?id=nnm.mobi|eiron&hl=en

Complete the install of the app using your Google Play or iTunes account.

Android Setup
Open the app on your phone. Mobile Iron App lcon will look like this.@

a.
b. Click “Get Started”.
c. Enter the server address: mdm.steris.com
d. Enter your username: and your password:
e. Tap Configure
f. Tap Activate
g. *If you DO MOT have a Samsung phone, proceed to step “H”. If you do, please follow the
indented instructions.
a. Tap Install
b. If prompted for Unknown Sources, tap Next. Then scroll down to unknown sources and
place a checkmark in it. Tap OK.
c. ForSamsung DM Agent. Tap Install. Tap Done. Tap Activate. Tap Activate.
h. In the Mobile Iron app, Configuration Update Password. Tap configure.
i. TapPIN
J. Enter a4 digit PIN of your choice and tap Continue
k. Enter the same 4 digit FIN and hit OK.
L.

Configuration Update Email. Click configure.

**Mobile Iron will configure the native email, calendar, and contact apps on select devices. If
you are not prompted to configure email, then launch the Mobilelron app and install the Email+
application. Email+ is based on Google's native mail app. Your native calendar and contact
applications will be used.

m. Enter your email password and tap continue.

n. Tap Mext in Account Settings.

0. Tap Mext in Account Setup.
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Optional Apps: Microsoft Outlook iPhone/iPad App

Microsoft Outlook View More by This Developer

By Microsoft Corporation

Open iTunes to buy and download apps.

Description

The official Microsoft Outlook app designed for iPhone and iPad.

Cutlook is a free email app that helps you get more done from anywhere with one unified view of your email,

Microsoft Outlook Support ¢ Application License Agreement b __.More

What's New in Version 1.3.5

Do you have a watch that lets you do way more than just check the time? Then we have something in store for youl

Introducing our brand new Outlook App for Apple Watch.

Here are the 3 top things you'll now be able to do straight from your wrist:

This app is designed for
both iIPhone and 1Pad ..More

Integrated Medical Systems International, Inc.
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Help: Methods of Support

» Portal (online.imsteris.com) s e
. This document :
- Links to STERIS Brainstorm
HELP - Links to Other Training
- Mobile Setup Document

» Help Icon within Office 365
» Manager / Colleagues

» IMS Help Desk via Portal Help Tickets
**Include Contact Phone Number

Integrated Medical Systems International, Inc.
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Additional Tools: Complete Office

» Full Office Suite Install on 5 Devices
» Web Apps

- Excel, Word, PowerPoint, OneNote

* Includes Collaborative Editing

» One Drive
Cloud Storage Install Office on your PC

* Skype for Business| ms B2 @2 B4 003

Lync — Old Name |
. Language: English
|nstant Messag”']g Got a Mac? Sign in to Office 365 on your Mac to install. Change language

Troubleshoot installation

V|deo ConferenC|ng SEﬂar‘.p“:r‘e or tablet? Get Office on your devices

to set up email and Office 365 apps on your device

Screen Sharing — )
Sites, Yammer, Delve

v
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Next Steps: Now

» Add adfs.steris.com to Internet Settings
» Receive Password Email from STERIS
» Reset Password Using pwreset.steris.com
» Login to:
- outlook.office365.com .
- portal.office.com ﬂ Ofﬁce
» Review Settings
» Send and Receive Email | Welcome to your new Office.

» Setup Mobile Device
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