STEP1:

Sign in to Microsoft 365 admin centre:
https://admin.microsoft.com (Global Admin).

e In the left menu, choose Users — Active Users —
Add a user.
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STEP 2: Set Up Basics,

Enter the user’s core information: First name, Last
name, and Display name. Most importantly, set the
Username. This will form their primary User Principal
Name (UPN) and their primary email address (e.g.,
osazee.ayanrul@sazytech.site).Ensure the correct
domain is selected in the dropdown if you have
multiple.

Choose a strong, temporary password or allow the system to
auto-generate one. Select the checkbox for Require this user to
change their password when they first sign in (optional). Then
next.

i Microsoft 365 admin center

Add a user

Basics

Rainy days ahead 1 R o = 04:32
Joa-c l= Q Search e L @ - B D0 d2&E O N ® FYD s


mailto:osazee.ayanru1@sazytech.site

STEP 3: Assign Product License

This is a critical step. Select the user's
Country/Region. Under Assign user licenses, check
the box for the license that includes the Exchange
Online service (e.g., Microsoft 365 E3 or Microsoft
Teams Enterprise).
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STEP 4: Optional Settings,

Select between User (no admin center access) or
Admin center access. You can also review settings
like; profile info and group memberships.

Then click next
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STEP 5: Review App Settings and Finalize Creation,

For a standard user mailbox, simply review the
settings. Click finish adding and then Close.
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STEP 6: Verification (Optional)

Wait 5-10 minutes. Go to the Exchange Admin
Center (https://admin.exchange.microsoft.com),
navigate to Recipients \bm{\rightarrow} Mailboxes.
The new user's mailbox should now appear in the
list.
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