
To ensure you're fully set up and operational in the new environment, please complete the 
following steps after the migration is complete: 
 
Post-Migration Tasks: 

• Set up Multi-Factor Authentication (MFA) in the new Microsoft tenant – This is the 
first step and must be completed before you can access M365 services on a web 
browser, mobile device, or laptop. 

• Access M365 via web browser – Provides immediate access to your emails and files; 
no syncing or caching required. 

• Access M365 on a mobile device – Partial syncing/caching will occur during setup. 
• Access M365 on a laptop – Full syncing/caching is required. The time needed for this 

step depends on the size of your mailbox and OneDrive data, so please allow 
adequate time for synchronization. 

• Access Power BI – Ensure you can sign in and access your reports within the new 
tenant. 

 
Be sure to download these documents prior to the migration weekend! 
 
BT Support Contact Information 

If you need assistance during or after migration, please reach out to BT Support: 
• Phone: 855-271-4357 
• Email: support@nicepak.com 

If you're unable to access your work email after migration, please contact BT Support 
using your personal email. Be sure to include the following information: 

• A brief description of the issue 
• Your cell phone number 
• Your personal email address 

In-Person Support Availability on Monday, 6/16 (8:00 AM – 6:00 PM): 
• Woodcliff Lake: BT will be available in the Training Room 
• Orangeburg: BT will be available in the Forest Room 
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Multi-Factor Authentication (MFA) Setup 
As part of the migration, you will be prompted to set up Multi-Factor Authentication 
(MFA) the first time you sign in to M365. You’ll have the option to authenticate using 
either the Microsoft Authenticator app or SMS text messages. 

 
MFA Setup Instructions: 
 
• SMS (Click here to access instructions) – “MFA Instructions for SMS-Text.docx”) 

 
• Microsoft Authenticator app (Click here to access instructions) – “MFA 

Instructions for MS Authenticator.docx”)  
 
 

If you need assistance with MFA setup, contact BT Support. 
 
  

https://wearepdi.com/en-us/wp-content/uploads/sites/4/2025/06/MFA-Instructions-for-SMS-Text.docx
https://wearepdi.com/en-us/wp-content/uploads/sites/4/2025/06/MFA-Instructions-for-MS-Authenticator.docx


Accessing M365 via Web Browser 
Using a browser is the fastest way to access your data immediately after migration, 
it does not require caching/sync’ing of email and files:  
 
• Go to https://www.office.com and sign in with your PDI email (e.g., 

@pdipdi.com, @pdihc.co, @saniprofessional.com) and current password. 
 

• From the landing page, open Outlook and confirm recent emails are visible.   
o Press “Apps” and then “Outlook” to access your email 

 
 

• From the landing page, open OneDrive and confirm files recently updated are 
visible.   

o Press “Apps” and then “OneDrive” to access your files 

 
 
 

https://www.office.com/


Mobile Device Access 
Accessing email, Teams and OneDrive is possible via your mobile device: 
 
• Open the Outlook app on your mobile device, reauthenticate/MFA as prompted.  

Emails should sync automatically.  If issues arise, you may need to reconfigure 
your account depending on your OS and email client version.  BT Support will 
assist with this if required. 
 

• For Teams and OneDrive on your mobile device, sign out and sign back in.  This 
should configure your migrated account on your mobile device.   If issues arise, 
you may need to reconfigure your account depending on your OS and email 
client version.  BT Support will assist with this if required. 

 
• Contact BT Support if you need assistance or if your emails have not sync’d to 

your mobile device. 
 
  



Laptop Sync 
Accessing email, Teams and OneDrive via your laptop is completed using the On 
Demand Migration Desktop Agent.  This application will complete the sync/caching 
of your email, calendar, and OneDrive. Sync/Caching time will vary based on your 
mailbox and OneDrive size.  Keep in mind that you can access all of your emails and 
files via the browser or mobile device while this is in process. 
 
The steps completed here are: 

1. Activate Office Licensing 
2. email Sync 
3. OneDrive Sync 
4. Teams Sync 

 
• Launch/Run the Quest Migration tool 

o In the “Search” on the Windows toolbar, enter “Migration” to access the 
“On Demand Migration Desktop Update Agent”.  Make sure all Microsoft 
applications are closed prior to launching. 

 
 

o Open the application, confirm that your account name in the account 
information field is selected and follow the steps to sync/cache each of 



the M365 areas to your laptop by pressing “Start”/“Next” after each step 
(you may be prompted for MFA during this process). 

 
 

o Click “START” / “NEXT” as each of the steps are completed 
o The migration app will ask you to close applications if they are open prior 

to / during the sync (i.e. Outlook, Teams) 
o You may also be prompted to reconnect with your account and password 

as needed as each step is completed (i.e. for OneDrive, and activation of 
your MS license) 

o If there are any errors, contact BT Support immediately 
o See attached instructions for a step-by-step additional reference 

(DetailedWorkstationMigrationSteps.docx) 

DetailedWorkstation
MigrationSteps.docx  

 
 

• Once the migration steps are complete, verify access to key applications 
o Outlook 
o Teams 
o OneDrive 
o Office Apps (Word, Excel, PowerPoint – online & desktop) 

 
• Outlook – Post-Migration Tasks 

o New Teams Meeting Links 



 As part of the migration to the new tenant, new Teams meeting 
links are being generated. 

 The migration tool has automatically created new meetings with 
updated links in your calendar. 

 For each meeting where you're listed as an attendee, you will 
receive a new meeting invitation email and a cancellation email for 
the original meeting. 

 Both versions of the meeting will appear in your calendar until you 
process the cancellation of the original one. 

 To ensure a smooth transition, we recommend managing these 
meeting updates directly from your inbox. 

o Re-create your Outlook rules 
o Re-create your signature block 
o Review your email folder structure and confirm recent emails are present 

 
• OneDrive – Post-Migration Tasks 

o Review your files and folder structures 
o Confirm recently updated files are synced 

 
• Teams – Post-Migration Tasks 

o Confirm your Teams channels are visible 
o Verify associated files and content is accessible 

 
 
  



Power BI Access 
All Power BI reports are now available through an updated interface using a single URL at: 
 
https://app.powerbi.com/groups/me/apps/d65524b4-e471-42a7-b636-
059375e98001/reports/2c98ce83-1b49-43fd-a99f-
cd0568f7ef7d/ReportSection?ctid=4f9f5dc2-b437-4f49-9fec-
4f311a90bd30&experience=power-bi 
 
 
This new interface brings all the dashboards you have access to into a single, centralized 
page. The functionality within Power BI remains the same—only the way you access your 
reports has changed. 
 
On the left side of the page, you'll find a panel listing all your dashboards and reports. You 
can easily navigate individual pages within each report from this panel. 
 

 
 
As part of our move to the new Microsoft tenant, any bookmarks and subscriptions you 
previously saved could not be migrated automatically. You will need to set up new 
bookmarks and subscriptions within the reports in the new tenant. 
 
If you are unable to access this page or any of your reports, please contact BT Support. 
 

https://app.powerbi.com/groups/me/apps/d65524b4-e471-42a7-b636-059375e98001/reports/2c98ce83-1b49-43fd-a99f-cd0568f7ef7d/ReportSection?ctid=4f9f5dc2-b437-4f49-9fec-4f311a90bd30&experience=power-bi
https://app.powerbi.com/groups/me/apps/d65524b4-e471-42a7-b636-059375e98001/reports/2c98ce83-1b49-43fd-a99f-cd0568f7ef7d/ReportSection?ctid=4f9f5dc2-b437-4f49-9fec-4f311a90bd30&experience=power-bi
https://app.powerbi.com/groups/me/apps/d65524b4-e471-42a7-b636-059375e98001/reports/2c98ce83-1b49-43fd-a99f-cd0568f7ef7d/ReportSection?ctid=4f9f5dc2-b437-4f49-9fec-4f311a90bd30&experience=power-bi
https://app.powerbi.com/groups/me/apps/d65524b4-e471-42a7-b636-059375e98001/reports/2c98ce83-1b49-43fd-a99f-cd0568f7ef7d/ReportSection?ctid=4f9f5dc2-b437-4f49-9fec-4f311a90bd30&experience=power-bi
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