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Onboarding  

Introduction 

The NHSmail Office 365 (O365) Hybrid service (“The Service”) allows health and care 
organisations to access O365 services using their existing NHSmail identity. The Service is 
based on a bring-your-own licence model, where organisations procure their Microsoft O365 
licences from their re-seller and onboard them to NHSmail. 

The NHSmail O365 Hybrid service allows organisations to subscribe and manage their O365 
users via the existing NHSmail Portal. Local Administrators (LAs) can administer O365 
services via the NHSmail Portal, including assigning licences, enabling applications and 
creating SharePoint sites. 

This guide is for organisations looking to onboard their O365 licences to the NHSmail O365 
Hybrid service, including those organisations with existing licences that they wish to transfer 
to the NHSmail O365 Hybrid service. 

A three-step process will need to be followed to onboard to the NHSmail O365 Hybrid 
service:  

 

 

 
 
 
 
 
 
  

Organisation procures O365 
licences. Upon purchase, 

the organisation will receive 
a licence activation email 

from Microsoft. 
 

NOTE: It is important not to 
click on any links in the 

activation email. This will be 
explained later on in this 

guide. 

The Local Administrator (LA) 
raises an onboarding 

request with the NHSmail 
helpdesk. 

 
The activation email is 

forwarded to the helpdesk. 
The helpdesk uses the 

activation email to enable 
licences in the NHSmail 

O365 Hybrid tenant. 

Licences will be available in 
the NHSmail Portal. LAs will 

be able to log into view 
licences, manage and 

assign users to applications, 
create teams, distribution 

lists, etc.  
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Pre-requisites  
The below pre-requisites must be met prior to being able to join the NHSmail O365 Hybrid 
service. 

NHSmail 
Account 

To join the NHSmail O365 Hybrid service, users must already have an 
active NHSmail account. Information on how to join NHSmail is available on 
the NHSmail support site. 

Technical 

Network planning and performance 

Using any O365 service is likely to increase the utilisation 
of an organisation’s internet links. It is essential to ensure that sufficient 
bandwidth is available to support the use of O365.  

Microsoft provides guidance and tools for 
organisations on effective network planning and testing, ahead of rolling 
out O365 services. These can be found on the Microsoft network planning 
support pages and should be referred to by LAs ahead of enabling 
NHSmail O365 Hybrid services. 

O365 URLs and IP address ranges 

O365 requires connectivity to the internet. Microsoft defines a list of end 
points that need to be reachable to ensure O365 service connectivity. This 
is a living list which Microsoft updates monthly.  

Information 
Governance 
& Clinical 
Safety 

The NHSmail live service, including NHSmail O365 Hybrid, is compliant 
with the Data Protection Act 2018. Further information is available on the 
NHSmail support site. 
 
As a Joint Controller, local organisations must complete their own Data 
Protection Act 2018 compliance statements if they wish to use the NHSmail 
O365 Hybrid service.   
  
Any data that resides in O365, including personal data, is the responsibility 
of local organisations and is subject to local information governance and 
clinical safety practices. Local organisations must update transparency 
information to record how this data is captured and stored. 

 
  

https://support.nhs.net/article-categories/joining-nhsmail/
https://support.office.com/en-us/article/network-and-migration-planning-for-office-365-f5ee6c33-bcd7-4b0b-b0f8-dc1d9fb8d132
https://support.office.com/en-us/article/network-and-migration-planning-for-office-365-f5ee6c33-bcd7-4b0b-b0f8-dc1d9fb8d132
https://docs.microsoft.com/en-gb/office365/enterprise/urls-and-ip-address-ranges?redirectSourcePath=%252fen-us%252farticle%252foffice-365-urls-and-ip-address-ranges-8548a211-3fe7-47cb-abb1-355ea5aa88a2
https://support.nhs.net/article-categories/policy-gdpr/
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Onboard new licences 

Step 1: Licensing and registration 
O365 licences must be procured by NHS organisations directly from Microsoft or their 
licence re-seller as they do currently. O365 licences will not be available to procure 
nationally through NHSmail. Organisations are not required to procure Azure Active 
Directory (AD) licences to use the O365 service. 
 
The following licence types are supported on initial release of the NHSmail O365 Hybrid 
service: 

 
Office 365 Enterprise F1 

Office 365 Enterprise E1 

Office 365 Enterprise E3 

Office 365 Enterprise E5 

 

The commercial relationship for provision of O365 services is between the NHS organisation 
and Microsoft via their licence agreement. The NHSmail service is providing access and 
management of the O365 tenant but not support of the underlying infrastructure or its service 
levels. Licences and their submission will be managed and serviced on a per organisation 
basis and cannot be split across multiple organisations. 

Step 2: Submit licences to NHSmail  

Once licences have been procured by an NHS organisation, the Online Services Manager 
(OSM) allocated on your Enterprise Agreement (EA) will receive an introductory activation 
email. This email will come from msonlineservicesteam@email.microsoftonline.com with the 
subject ‘ACTION REQUIRED: Complete your profile to setup your services’. The email will 
look similar to the images below – with two options, to either ‘Sign In’ or ‘Sign Up.’ 

 

 

 

 

 

 

 

 

 

  

Note: The OSM MUST NOT click either link within the email, as this may allocate the 
licences to the organisation’s individual tenant and not the NHS tenant - this will incur delays.  

https://products.office.com/en-gb/business/office-365-f1
https://products.office.com/en-gb/business/office-365-enterprise-e1-business-software
https://products.office.com/en-gb/business/office-365-enterprise-e3-business-software
https://products.office.com/en-gb/business/office-365-enterprise-e5-business-software
mailto:msonlineservicesteam@email.microsoftonline.com
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If the link in the activation email is accidentally clicked, the licence will have to be transferred 
from the individual tenant to the NHSmail Office 365 Hybrid tenant. To do this, the steps in 
the Transfer existing licences section of this guide will need to be followed. 

The OSM should forward this activation email directly to the NHSmail helpdesk 
(helpdesk@nhs.net) with the subject: ‘O365 Hybrid Onboarding Request’, including the 
information below. 

• Organisation name 

• Organisation Data Services (ODS) code 

• Enterprise agreement number 

• Licence type and quantity 

• Licence expiry date 

• Local Administrator(s) contact details (name and email) 
Note: This person(s) will be given the administration role for managing the O365 
Hybrid services in the NHSmail Portal.  
 

Once an onboarding service request has been raised, the NHSmail team 
will allocate licences to the NHSmail O365 Hybrid service, making them visible in the 
NHSmail Portal.  

When the process is complete, licences will be available to manage and allocate by LAs 
through the NHSmail Portal.  

These licences will be securely held and managed in the central NHSmail O365 Hybrid 
service until their expiry date.  

Note: Onboarding service requests may take up to a week to process.  
 

Step 3: Allocate licences to users  

Once the licences are active the allocated LA(s) will be able to assign specific O365 
subscriptions (based on the type of licence procured) to groups of users, via the NHSmail 
Portal.  

Detailed guidance on how to create licence profiles and enable O365 services is available 
within the Hybrid Local Administrator Guide on the NHSmail support site.  

 
  

mailto:helpdesk@nhs.net
https://support.nhs.net/article-categories/hybrid-local-administrator-guide/
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Transfer existing licences 

This is relevant where your organisation has O365 licences in an existing O365 tenant that 
you wish to transfer to the NHSmail O365 Hybrid service.  

 

Step 1: Raising the request to transfer 

To transfer licences, a request will need to be raised with Microsoft Volume Licensing 
Services. This can be done by completing a request via the Microsoft website or by calling 
0800 9179016 (Option 4, Option 1). When contacting by the web form, select ‘Open License’ 
on the drop-down options. 

The Microsoft Volume Licensing team should respond to your request, asking for additional 
details about the transfer as follows: 

• Agreement number: [available via your Microsoft Volume License Portal] 

• All subscriptions moving to the new tenant: [licence type and quantity] 

• Incorrect / current tenant domain: [current tenant domain licences reside in] 

• Correct / destination tenant domain: [nhs.onmicrosoft.com] 

• Reason the move is being requested: [mapped to incorrect tenant] 

All information requested should be available through the volume licensing portal. Ask your 
OSM to login to confirm any missing details. 

 

Step 2: Approving the transfer 
The Microsoft Volume Licensing team will request you provide administrator details for both 
the current and destination tenants, so a security check can be undertaken.  

To complete this, please raise a ticket with the NHSmail helpdesk via helpdesk@nhs.net 
informing them of the transfer request, providing the below information and attaching the 
authorisation request from Microsoft Volume Licensing and using the email subject: O365 
Hybrid Licence Transfer Request.  

• Organisation name 

• Organisation Data Services (ODS) code 

• Enterprise agreement number 

• Licence type and quantity 

• Licence expiry date 

• Local Administrator(s) contact details (name and email) 
Note: This person(s) will be given the administration role for managing the O365 
Hybrid services in the NHSmail Portal.  
 

This request will be received by the NHSmail O365 Hybrid provisioning team who will 
provide administrator details to Microsoft Volume Licensing and approve the transfer. 

https://www.microsoft.com/Licensing/servicecenter/Help/Contact.aspx
mailto:helpdesk@nhs.net
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Once both teams have approved the transfer, you should receive a confirmation email from 
the Microsoft Volume Licensing team confirming the transfer has completed. Please attach 
this to the email chain of your existing ticket and send to the NHSmail helpdesk who will set 
up your LA and ensure your licence allocation is ready and available for use in the NHSmail 
Portal.  

 

Step 3: Allocate licences to users  

Once the licences are active, the allocated LA(s) will be able to assign specific O365 
subscriptions (based on the type of licence procured) via the NHSmail Portal to groups of 
users.  

Detailed guidance on how to create licence profiles and enable O365 services for users is 
available within the Hybrid Local Administrator Guide on the NHSmail support site.  

 

 

https://support.nhs.net/article-categories/hybrid-local-administrator-guide/

