
Onboarding Schools to Office O365.  

Microsoft O365 A1 Plus Licenses 
Step 1. 

Before you get started, please make sure the following requirements are 
taken care of: 

A. Make sure the school has a Domain which is registered with a 
Public DNS service provider. 

o The school needs a domain added, non-negotiable. This is 
for example a “domainoftheschool.co.za” set up in the 
tenant 
 

o This domain must be owned/purchased under the school’s 
name. Otherwise this might result in the domain or tenant 
not being verified as an academic tenant eligible for 
education licenses. 

 
 

B. The school needs to have a basic informative website. 
o The website should contain the school’s address and 

contact information, Principal’s details, school’s vision and 
mission and a few pictures about the school. 

o This information will assist the school’s profile during the 
academic verification process. 

Step 2. 

Setup a Microsoft O365 Education Tenant: 

 Click on the below link to create an O365 Education Tenant: Remember 
to always use incognito mode or InPrivate browsing when working with 
O365 to avoid confusion, especially if you have single sign-on: 
https://signup.microsoft.com/Signup?OfferId=03ee83a5-5cb4-4545-
aca9-33ead43f222a,d764709a-7763-45ef-a2a8-
db5b8b6ae704&DL=ENTERPRISEPREMIUM_FACULTY&ali=1  
 
 



 
 

 

 

 Microsoft O365 in Education Full Guide: 
https://docs.microsoft.com/education/get-started/get-started-
withmicrosoft-education  

Step 3. 

o Every academic institution in South Africa is eligible to obtain 
O365 licenses. (This is the web version) 

o Public schools in South Africa are eligible to get O365 A1 Plus 
(O365 ProPlus) via the Schools agreement between Microsoft and 
the Department of Basic Education.  

o Now in order to use or obtain these licenses, the school’s domain 
or tenant needs to be whitelisted. 
 

 How do you make sure the tenant is whitelisted? 

o This request must be submitted by a Microsoft Employee. It 
takes +- 7 working days, and the requestor (MSFT 
Employee) gets email notifications of the progress and will 
provide feedback. 

 

 



Step 4. 

Now follow the below process to load A1 Plus licenses to the O365 Tenant.  

 On the Tenant, the below users need to be created with no 
licenses assigned to them at all.  

 Remember the password you create, you’ll need it.  
i. student@domainofschoolthat.co.za 
ii. teacher@domainofschoolthat.co.za 
iii. In a private / incognito window, go to 

office.com/education and enter the first username 
into the “Enter your academic email address” and 
push the green “Get Started”  

iv. Complete the onboarding process, paying 
attention to the fork where it asks, “are you a 
teacher or student”. 

v. When this user has navigated all the way to the 
office landing page (portal.office.com with all the 
little tiles), switch back to the Global Admin 
account and check under Billing -> Licenses in the 
Admin Portal that “Office 365 A1 Plus for X” has 
been added (X being either Faculty or Student, 
depending on the username used).  

vi. Repeat for the other user (i.e. if you did Student, 
now do Teacher in a new session). 

 

Step 5. 

Now you are ready to add users to the tenant and assign licenses. 


