After Upgrade Tasks
The following tasks must be performed after a mailbox has been upgraded.
· Outlook Client Initialization
· Outlook Web Access (OWA) Setup
· Mobile Device Configuration (If Applicable)
 
Important!  
Before you begin the Outlook Client Initialization, you must restart your computer.
 
Remote Users:  You must be connected to the azdoa network in order for Outlook to initialize; otherwise it will fail connecting to the upgraded mailbox. 
 
 
 
 
 
 
Outlook Client Initialization
After your mailbox has been upgraded to O365.
 
Important:  If your computer is not connected to the adoa network, Outlook Client Initialization will fail.  You can however connect to your mailbox via OWA and your Mobile device in the interim (See following sections for OWA and Mobile device configuration)
1. If you have not done so already, restart your computer before proceeding.
2. Open your Outlook client
3. Outlook may throw a one-time error message (See below). This is a sign that Outlook has successfully configured itself to connect to your Office 365 mailbox. Outlook needs to restart fresh in order to connect directly to your Office 365 mailbox. Simply click OK, and exit and restart Outlook.
The error message: “The Microsoft Exchange administrator has made a change that requires you quit and restart Outlook.

NOTE:  Computers with Windows 8 and Outlook 2013 may receive a credential prompt before the actual error is displayed.  

[image: Outlook_Error]
4. Once Outlook has restarted, you will be prompt for username and password.  This will be in the form of EmailAddress and your password.  Click Ok.
Note:  The “Connecting To…” will indicate the email address you will need to enter for username.

[image: https://intranet.azdoa.gov/Office%20365/Exchange%20Online/WinLogon.JPG]

5. Once you authenticate, your mailbox will begin a synchronization of your mailbox folders.  Depending upon the size of your mailbox, this could take a while.  An indicator of your mailbox synchronization is located at the bottom of the Outlook window (Example Below)
6. verify you can access your mailbox.
 
 
Outlook Web Access (OWA) Initial Setup
IMPORTANT!   Whether you use OWA or not, please step through the initial configuration.
 
Following the mailbox being upgraded, access to OWA will be slightly different.   
1. User will enter the company OWA Https://webmail.az.gov 
2. Log in like you will log in as usual

[image: OWA_LoginOnPrem]
3. User will presented a splash page containing a link to OWA in O365.  
4. First click the “Add to Favorites” button.  This will add the URL presented to your browser’s Favorites.  Next time you need to access OWA click on the Favorite you added.  This will immediately present you with the credential prompt listed in step 5.

[image: OWA_AddtoFavorites]
5. Next, click the hyperlink to be redirected to OWA in O365.

[image: OWA_HypLink]

Note:  If you should receive the following message, please contact support to apply a license to your account in O365.

[image: OWA_NoMailbox]
6. Once you click on the link you will be presented with another authentication prompt;  Which style of prompt and the type of credentials you will enter depends upon whether you are connected to the ADOA network or externally (Internet).   Please note; these are legitimate and secure authentication prompts. 
Inside ADOA network
Connecting to "Us-fed.federate365.com

Enter your AZ\<EIN> and then your password.
[image: OWA_FedCred]​


Externally

Browser login page address.  https://us-fed.federate365.com/adfs...

Enter Email Address and Password[image: Fed365FBA]
1. Following authentication, you will be prompt to select a language and home time zone.  Select the preferred language and time zone, click Save.

[image: OWA_OnlineTimeZone]
2. You will then be logged into your mailbox via Outlook Web App.

[image: OWA_OnlineView]
3. You are now in your Office 365 mailbox.  
For more information on the new Outlook Web Access features, view the OWA section of the provided migration website information.
 
 
Mobile Device Configuration

For more information on mobile device configuration, view the OWA section of the provided migration website information.
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