Microsoft 365 Migration
On Demand Migration Desktop Update Agent

What to Expect

The Desktop Update Agent will guide you through several Microsoft 365 application updates. The process includes
Microsoft 365 licensing, Outlook, OneDrive, and Teams. Follow the prompts when they appear and allow each
process to complete before continuing.

Overview

The On Demand Migration Desktop Update Agent will guide you through the required Microsoft 365 application
updates. You may be prompted to make selections during the process.

e  Microsoft 365 App License
e  Microsoft Outlook

e  Microsoft OneDrive

e  Microsoft Teams

Important
Do not close the Desktop Update Agent while a process is running unless you are instructed to do so. If you
encounter an issue or are unsure how to respond to a prompt, contact the Help Desk.

Step 1 — Microsoft 365 App License
When the On Demand Migration Desktop Update Agent window appears, click Start. This will begin the Microsoft
365 App License process. Allow the process to complete before continuing.

% On Demand ligration Desktop Update Agent

@ Configuring Desktop Applications °

Account Information
Chris. Thomas@centerstoneorg.onmicrosoft.com

Your new email address will be ‘Chris. Thomas@centerstone org’.

Not configured
@ cnoose start to begin reconfiguration
Microsoft 365 App License o Not started

Microsoft Outlook 0 Not started This process configures desktop applications

on your desktop.
Microsoft OneDrive for Business (g Not started

Not configured

Not configured

Remind me in 5 minutes A

4
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Step 2 — Microsoft Outlook

After the Microsoft 365 App License process is complete, the Microsoft Outlook process will begin. During this
process, you may see a prompt indicating that Outlook is checking for an updated version.

~

- On Demand Migration Desktop Update Agent = X

@ Configuring Desktop Applications

Account Information
Your new email address will be

Not configured
o Outlook reconfiguration in progress

Microsoft 365 App License @ completea
i 1 @
Microsoft Outiook A n Progress On Demand Migration Desktop Update Agent
will now reconfigure Microsoft Outlook with
Microsoft OneDrive for Business o Not started your new Microsoft 365 email.

Not configured

Not configured

Step 2 of 6 ;
Cancel Next

Outlook X

Outlook is checking for an updated version and will finish
opening when ready.

[ . 4
If a new version of Outlook is available, you will be prompted to set it up. Follow the prompts shown on your screen.

1. Select Microsoft 365.
2. Click Continue.
3. Allow the process to complete.
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@ Outlock

Select your email provider
Chris.Thomas@centerstone.org

Microsoft 365
Office365, Exchange

a Outlook.com

@outlook.com, @live.com, @hotmail.com

N Gmail

y.' Yahoo

& icouw

—

Cancel

Welcome to the new Outlook

MY &5

Outlook supports Microsoft 365, Gmail, Yahoo,
iCloud, IMAP, and POP. Learn More

Suggested accounts @

4 v

No account? Create an Outlook.com email account
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Your privacy matters

e

Thanks for using Outlook. Your organization has given you the
ability to use optional cloud-backed experiences. You get to
decide whether you use these experiences. Outlook collects
required service data. Learn more

These optional cloud-backed services are provided to you under
the Microsoft Services Agreement.

To adjust your optional connected experience, go to Privacy
settings.

Outlook Q_ Search (m]
— ; Before Breakfast Blood Glucose
| §© = File Home View Help e
i} § Quick steps = o
New (2 Rules - ¥ Markallas g ze Polic > Copilot
® v read
New Delets Report Add-ins. Respond Teams Move Quick steps Tags Print Add-ins =
& « Favorites Focused Other o ¢ =1
& & Inbox 25 v Today N
B> Sentltems I
7 Drafts
(7] Y
> ' Inbox 25 A

7 Drafts
B> Sentltems ‘ }
T Deleted ltems 1578
£3 Junk Email mn
(@ Notes Bl
B Archive Select an item to read
3 Conversation History Nothing is selected
€8 Outbox
3 Quarantine

£ RSS Feeds

v

£3 Sync Issues

£ Search Folders @ Welcome to the new Outlook (1/5) ~

L &3 Go to Groups .

Step 3 — Microsoft OneDrive
After the Microsoft Outlook process is complete, the Microsoft OneDrive process will begin. If OneDrive is currently
running, you may be prompted to close OneDrive. Follow the on-screen instructions.
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*2 On Demand Migration Desktop Update Agent =

@) Configuring Desktop Applications @

Account Information
Your new email address will be

Not configured

Please exit Microsoft OneDrive (Close
Microsoft OneDrive now)

Microsoft 365 App License @ completed

Microsoft Outlook O Completed On Demand Migration Desktop Update Agent
will now reconfigure Microsoft OneDrive with

Microsoft OneDrive for Business O Not started your new Microsoft 365 email.

Not configured

Not configured

Step 4 of 6
Cancel Next

You may then be prompted to complete several OneDrive setup steps:

Follow the on-screen prompts.

If prompted, select Use this folder.

If prompted, select Not Now.

Select Open my OneDrive folder.

Once the OneDrive folder opens, you may close the window.

e
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™ Microsoft OneDrive

Set up your OneDrive folder

You'll be able to open your OneDrive folder on this computer at the location below.

Your IT admin has chosen this location

™ Microsoft OneDrive

A OneDrive folder already exists on this PC

If you use this location for your "OneDrive - Burrell-Preferred Inc" folder,
the files in this folder and the files in your OneDrive will be merged.

Use this folder
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» Microsoft OneDrive

Your files, when you need them

With files on-demand, you can browse your OneDrive files, and open some files even if
you're offline. Learn more about files on-demand

Online-only

These files don't take up
space on this device, and
they download as you use
them.

On this device

When you open a file, it
downloads to your device
so you can edit while
you're offline.

Always Available

Right-click a file to make
it available offline.
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™ Microsoft OneDrive

Get the mobile app

Use OneDrive on a phone or tablet to back up your camera roll and view your files
anywhere. Available for iOS and Android.

ll:f}

Not now Get the mobile app

M Microsoft OneDrive

Your OneDrive is ready for you

Open my OneDrive folder
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Step 4 — Microsoft Teams

After the Microsoft OneDrive process is complete, the Microsoft Teams process will begin. If the Start button is
grayed out, open Microsoft Teams first.

9. Return to the On Demand Migration Desktop Update Agent.
10. Click Start.

11. Follow any prompts that appear when Teams opens.

% On Demand Migration Desktop Update Agent = X

@ Configuring Desktop Applications Q

Account Information
Your email address will remain (

Not configured l
o Some reconfiguration steps were

: , previously completed for this account.
Microsoft 365 App License @ completed
Microsoft Outlook O Completed This process configures desktop applications
on your desktop.
Microsoft OneDrive for Business o Completed
Microsoft Teams € ot started

Not configured

% On Demand Migration Desktop Update Agent = X

@ Configuring Desktop Applications

Account Information

Your email address will remain

Not configured _—
g Please exit Microsoft Teams (Close

Microsoft Teams now)

Microsoft 365 App License @ completed

Microsoft Outiook O Completed On Demand Migration Desktop Update Agent
will now FECOnﬂgUre Microsoft Teams with

Microsoft OneDrive for Business o Completed your new Microsoft 365 email.

Microsoft Teams © (otstarted

Not configured

Step 5 of 6
Cancel Next

Microsoft 365 Migration « End-User Instructions



Microsoft 365 Migration
On Demand Migration Desktop Update Agent

Step S — Process Complete
Once the Microsoft Teams process is complete, all required steps have been completed. You may continue using your
computer normally.

2 On Demand Migration Desktop Update Agent — X

@) Configuring Desktop Applications

Account Information

Your email address will remain

Not configured o
o On Demand Migration Desktop Update

Agent has completed configuration.

Microsoft 365 App License & completed

Microsoft Outlook O Completed You can now use your new Teams account
for 'Chris. Thomas@centerstone.org'

Microsoft OneDrive for Business O Completed

Microsoft Teams € completed

Not configured

]
Need Help?

If you encounter any issues during the process or are unsure how to respond to a prompt, please contact the Help
Desk for assistance.
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