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Introduction
Microsoft Exchange is used by organisations of all sizes around the world to deliver enterprise-class email, 
calendar and contacts functionality for their employees. 

Part of the Microsoft Office 365 suite, Microsoft Exchange Online moves these applications into the cloud offering 
users access to a number of powerful features and capabilities that improve work efficiency and productivity.

Our guide explains the benefits of Exchange Online, how to get started, and how to get the most out of the 
application, if you’re already using it.
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Top Five Benefits
The power of the cloud
Exchange Online is cloud-based, which means it automatically provides 

software updates and security patches, giving you access to the latest  

version of the software. 

As your inbox, contacts and calendar data are stored in the cloud,  

you can access them across multiple devices, at any time.

Office 365 integration
Exchange Online integrates with other Office 365 applications such as Word, 

Excel, PowerPoint and Skype for Business. This allows you to seamlessly share 

information between various applications, saving you time in your workday. 

Unlimited mailbox capacity
Organisations that use on-premise email systems are constrained by server 

capacity, meaning inbox capacity is restricted. With Exchange Online, you get 

50GB of cloud storage to play with, while some enterprise Office 365 plans offer 

unlimited archiving.

Security and reliability
Exchange Online offers added security for your emails as it’s protected by 

Microsoft’s anti-malware and anti-spamware filters. If your device is lost  

or stolen, your data can be remotely wiped.

Scalability
Scalability is one of the cloud’s main selling points and Exchange Online is no 

different. If your requirements change, you can buy additional licenses or cancel 

existing subscriptions. This can be done annually with standalone subscriptions, 

or monthly with an Office 365 subscription.
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Getting Started
Understand your plan
Exchange Online is available as a standalone product or as part of an 

Office 365 bundle, complete with access to the full range of Microsoft’s 

cloud-based communications and productivity applications. Exchange 

use is dependent on your subscription – so ensure you know your plan to 

make the most of your application.

Plan your migration
For Administrators, moving mailboxes to the cloud requires advanced 

planning, ensuring configuration and security safeguards are in place 

before migration takes place. Find out whether your mailbox will be 

migrated automatically or whether you will be required to import your 

own email, contacts and mailbox information. 

In this instance, you may be required to add an account to Outlook by 

clicking ‘File’ and ‘Add account’ or by using the ‘Import / Export’ function 

to transfer files.

Use Exchange with Outlook
Although Exchange and Outlook are two separate products, you will only 

be able to get the most out of the former if you are using the latter.  

Office 365 offers Outlook clients for PC, Mac, smartphones, tablets and the 

web, allowing you to access message, contacts and calendars wherever 

you are.

If you don’t have access to the Outlook desktop client, Exchange Online is 

accessible via the ‘Outlook on the web’ browser application.
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Enable Data Loss Prevention policies
Admins can protect sensitive information with Data Loss 

Prevention policies that stop employees from accidentally sharing 

sensitive corporate data via unauthorised third-party applications. 

These policies will alert offending users if they attempt to include 

something like credit card numbers in a message.

Administrators concerned about reliability can be reassured 

by Microsoft’s global network of servers and disaster recovery 

capabilities which support 99.9% uptime SLAs.

Top Tips for Administrators
Make the most of mobile 
management features
Allowing employees to access email on the move will 

boost productivity, however the introduction of more 

smartphones poses endpoint security challenges.  

Office 365 allows administrators to configure rules 

for user devices, such as encryption and password 

requirements, and allows data to be remotely wiped. 
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Top Tips for Administrators

Consider a trusted partner
A partner like Insight can help you manage your 

Exchange migration. Our complementary Deployment 

Services offer basic training, a general Q&A, and a 

walkthrough for the administrative portal and cloud 

management features. We also offer Microsoft’s 

migration tools to help you get up and running quickly.

Once migration is complete, our Customer Success Team 

will help you maximise the benefits of the platform.  

We offer dedicated support, management tools and 

access to the Insight Cloud Community for the lifetime  

of your subscription.
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In-Place eDiscovery works across cloud 
and on-premise mailboxes 
Exchange Online offers federated search and integration across 

Exchange, SharePoint and archived Lync content within a single 

user interface. This works across mailboxes hosted on-premise and 

those hosted in the cloud, making it easier to conduct compliance 

investigations and identify data of interest.

This feature is accessed in the ‘Exchange Admin Center’ by 

selecting ‘In-Place eDiscovery & Hold’.
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Smart scheduling 
There are a number of ways to schedule meetings more effectively. 

Outlook’s Scheduling Assistant can see the schedules of participants 

and when meeting rooms are available so you can select the optimum 

time. You can also click ‘Options’ and then ‘Voting Buttons’ to create 

a poll allowing participants to vote. Meanwhile, Office 365’s intelligent 

features mean events such as flights and hotel reservations are 

automatically captured and turned into events in your calendar.

Make your inbox work for you 
Office 365 is packed with intelligent features and 

your email is no different. You can set rules for 

different senders by clicking ‘File’ and ‘Manage 

Rules and Alerts’ so their messages filter into a 

specific folder, while ‘Focused inbox’ only shows 

you the most important messages. And if you can’t 

find the right setting or feature, you can type in 

anything you want to do in the ‘Tell me what to 

do’ field at the top of the screen. For example, if 

you receive an email in French and want to see it 

in English, type ‘Translate to French’ and you’ll 

receive the most appropriate option.
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Connect your email to LinkedIn 
If you want to learn a bit more about a contact before you respond to a message 

or arrange to meet, then it’s possible to open their LinkedIn profile directly from 

your inbox. Simply link your Microsoft and LinkedIn accounts to view LinkedIn 

information on a person’s profile card by selecting the LinkedIn icon or section 

then clicking ‘Continue to LinkedIn’. You will then need to sign into your 

LinkedIn account and ‘accept’ to connect your LinkedIn account with Microsoft  

as well as ‘accept’ to connect your Microsoft account with LinkedIn.

Top Tips for Users

Have more productive 
meetings 
Exchange and Outlook offer capabilities that 

go beyond simple meeting invites. Thanks to 

Office 365 integration, you can add relevant 

documents and Skype for Business contact 

details by adding attachments or clicking 

‘Skype for Business’. It’s also possible to take 

notes in OneNote by clicking ‘Meeting Notes’ 

or to make a voice recording with ‘Dictate’, a 

feature which turns your voice into text so you 

can keep a record of your conversations.
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Top Tips for Users

Keyboard shortcuts 
Outlook includes more than 50 time-

saving keyboard shortcuts. For example, 

you can create a new email message by 

tapping ‘ctrl + n’ whilst in your inbox, 

or you can switch between various 

functions by typing ‘ctrl’ and ‘1’ for mail, 

‘2’ for calendar and ‘3’ for contacts.
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Boost data compliance with Multi-Geo 
If your team handles sensitive data, then it needs to be stored and handled 

appropriately. Multi-Geo lets Exchange Online and Office 365 subscribers 

store data related to specific accounts in multiple data centres across the 

world. This is especially useful for organisations with customers in multiple 

countries with different data residency laws (including GDPR) or those that 

work in highly regulated industries. 
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https://docs.microsoft.com/en-us/office365/enterprise/multi-geo-capabilities-in-exchange-online
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Top Tips for Users

Access your email offline 
If you access your Exchange account via 

Outlook on the web you can still use it when 

you’re not connected to the internet. To turn 

online access on or off, click on ‘Settings’, 

then ‘Offline Settings’. Once offline access 

is enabled you can read and respond to 

messages, make changes to your calendar, 

and access your contacts. Anything you do 

offline will be uploaded to the server when 

you reconnect to a network.
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Learn more about getting the most out of your Office 365 by visiting: au.insight.com

 or get in touch with your Insight Account Manager today. 
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