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1) Introduction

The Connecticut State Colleges and Universities system is offering free copies of Microsoft
Office 365 ProPlus to all active Connecticut Community College students, faculty and staff.
Office 365 ProPlus is a full version of Microsoft Office that includes desktop and online
versions of Access, Excel, InfoPath, Lync, OneNote, Outlook, PowerPoint, Publisher and Word,
in both 32bit and 64bit versions. Students, faculty and staff can download and install
Microsoft Office 365 ProPlus on up to five (5) computers, five (5) tablets, and five (5) smart
phones (Windows, iPad, and Android). Each user is assigned a license that provides access to
Office 365; the user license remains valid as long as an active status is maintained at the
current institution respectively. Once the license deactivates, users will be prompted to pay a
license fee to Microsoft or stop using Microsoft Office.

2) Office Versions

There are currently two versions of Office available through Office 365 ProPlus. Choose Office
2016 or Office 2013 in both 32-bit and 64-bit versions. The default installation is Microsoft Office
2016 (32-bit).

> Office 2016 vs Office 2013

Office 2016 is built with a focus on teamwork and flexibility. Productivity is enhanced with
features like sharing, coauthoring, online meetings, and more. Office 2016 looks very similar to
Office 2013, but Office 2016 is greatly improved. Applications have more features, templates,
and better speed.

> System Requirements

Office 2013 and Office 2016 both have similar system requirements. You must meet or

exceed the minimum requirements in order to install office and avoid errors. For the best
experience, use the latest and most updated version of your PC’s operating system.

¢ Windows
Your Windows Operating System must be Windows 7, Service Pack 1 or greater
with a 1 Gigahertz processor or faster (x86 or x64). You must have at least 2 GB
of RAM installed, 3 GB of available disk space and a display with 1280 x 800
resolution or better.

¢ Mac
Your Mac Operating System must be OS X version 10.10 or greater and have an
Intel processor. You will need 8 GB of available disk space, 4GB of RAM and a
1280 x 800 screen resolution for best graphics.
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https://support.office.com/en-us/article/What-s-new-and-improved-in-Office-2016-for-Office-365-95c8d81d-08ba-42c1-914f-bca4603e1426?ui=en-US&rs=en-US&ad=US
https://products.office.com/en-us/office-system-requirements
https://products.office.com/en-us/office-system-requirements

> 64-bitvs 32-bit

By default, Microsoft Office installs the 32-bit version of Office 2016. We recommend that you
install the 32-bit version, even on computers using 64-bit operating systems. If you think you need
the 64-bit version, carefully review the information about 64-bit editions of Office 2013 before
deployment. If you're uncertain, read Choose the 32-bit or 64-bit version of Office for more

information.

3) Accessing the download portal

e Sign in to Office 365 via http://portal.office.com with your NetID and password. If help is
needed, refer to instructions on Web Support or contact the helpdesk.

» Download Option 1
Once signed in, click ‘Install Office 2016’ located at the upper portion of the page.
This will automatically download a compatible version of Microsoft Office 2016 on

your system.
Office 365 b 4 A B

# Install Office 2016
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e A pop-up window titled “Just a few more steps...” will help you locate and run the
downloaded program. You can also choose to navigate to the “Download” folder to run
the program.

Just a few more steps...

& ] Office
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https://technet.microsoft.com/en-us/library/ee681792.aspx
https://support.office.com/en-us/article/Choose-the-64-bit-or-32-bit-version-of-Office-2016-2dee7807-8f95-4d0c-b5fe-6c6f49b8d261?ui=en-US&rs=en-US&ad=US
http://portal.office.com/
https://websupport.ct.edu/content/how-do-i-access-my-office-365-email-account
https://websupport.ct.edu/contact-us

» Download Option 2

e Click the gear or settings icon found at the top right corner of the page, then click Office

365 under “My app settings.” Account Settings will open in a new tab.

My app settings

Offce 365 o~

Mail

Calendar

People

e Atthe “Settings” page, click Software.

Software

Install software.

4) Installing on a Windows PC

e Select a language then click ‘Install’ to begin the download. Acknowledge the option to “Install
Office 365 ProPlus with the 2013 apps,” but the latest version of Office is recommended for

install.

Office

I Install Office 365 ProPlus with the new 2016 apps (Recummended}l

This will install the following apps on your computer: Word, Excel, PowerPoint. OneNote, Access, Publi

B EREDEDB@E

Word Excel  PowerPoint OneNote Access Publisher  Outlook
Language: Version:
[English (United States) [v]  32-bit (Recommended) Advanced

Don't see the language you want? Install one of the languages in the list above and then install a lang

Review system requirements
Troubleshoot installation

| Install | ‘...____

I a Install Office 365 ProPlus with the 2013 apps | Why would | install Office 20137

This will install the following apps on your computer: Word, Excel, PowerPoint. OneNote. Access. Publi

Language: Versian:

[English (United States) [v] sz ded) Advanced

Note: Installing additional languages on a computer that already has this version of Office doesn't cou

Review system requirements
Troubleshoot installation

| Install |

NOTE: The process that installs Office 2016 also uninstalls all Office 2013 products. In addition, if a computer has InfoPath 2013,
SharePoint Designer 2013, or certain versions of Visio 2013 or Project 2013 installed, installing Office 2016 also uninstalls those programs.
You won't be able to reinstall them. See "Stop, you should wait to install Office 2016" error or How do I reinstall Office 2013 after an

Office 2016 upgrade.
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https://support.office.com/en-us/article/%22Stop-you-should-wait-to-install-Office-2016%22-error-a225347f-e102-4ea6-9796-5d1ac5220c3b
https://support.office.com/en-us/article/How-do-I-reinstall-Office-2013-after-an-Office-2016-upgrade-544e19f2-0d70-4ef3-a24a-4b687c25a1bf
https://support.office.com/en-us/article/How-do-I-reinstall-Office-2013-after-an-Office-2016-upgrade-544e19f2-0d70-4ef3-a24a-4b687c25a1bf

If prompted, click ‘Save File’ and save it to your preferred location.

Opening Setup X86.en-us_D365ProPlusRetail_a3cSbE83-146a-4057-a7_. I

Yiou have chosen to apen: I
"l ade5b683-446a-4587 -aThe-c 30609 T 1abl_TH_PR_b 64 _oxe

which e Binary File (3.1 MB)
frem: httpsy/fcdsetup.officeapps.live.com

Would you like to save this (el

Cancel

Navigate to where the file was saved and double-click to run the setup program. The
image below shows the setup program in the “Download” folder.

Marre Date rnodified Type Size

1 | SetupJ86.en-us_0365ProPlusRetail...  973/2014 10:12 Ak4 Application 1,011 kB

You should have the ‘Installing Office’ window running on your screen at this point.
) Office X

U EEE
POakE

|l|1-|.||!|I'|; | || e

Note: This image may look slightly different.

The Office Setup Wizard will let you choose the look and feel of your Office installation
during the install. Another wizard will present a tour of Microsoft Office 365 ProPlus. Click
“Next” to navigate the wizard screens.

“We’re getting things ready.” will be the next window you see. Choose “No, thanks” to skip
this step or view the full screen presentation of Office apps.

Once the install is complete; Excel, OneNote, Outlook, PowerPoint and Word will be added
to your Windows taskbar on the Desktop.

Sign-in to Office apps from your desktop (Word, Excel, PowerPoint, etc.) with your NetID and
password to enable features like OneDrive and more.

Finished
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https://support.office.com/en-us/article/Sign-in-to-Office-b9582171-fd1f-4284-9846-bdd72bb28426#BKMK_SignInOfficeDesktop
https://support.office.com/en-us/article/Set-up-OneDrive-for-Business-in-Office-365-3e21f8f0-e0a1-43be-aa3e-8c0236bf11bb

5) Installing on a MAC

From the software page, select the install button.

Office

Manage installs

Want to deactivate Office on one computer and install it on anather? Go to My account > Install status.

Install Office 2016 for Mac (Recommended)

This will install the following apps on your computer: Word, Excel, PowerPoint, Outlock and OneNote.

G E @ g E

Word Excel PowerPoint Outlook  OneNote

Review system requirements

Install

w Install Office for Mac 2011

Note: The download for Office for Mac 2011 is available until September 22, 2016. Microsoft recommends Office
for Mac 2016 to be installed, but you still have an option.

If prompted, choose to save the download. It will be saved to your Downloads folder.

After the download has completed, navigate to the downloaded file and open it.

& [ ] ¥ Downloads
s BEBmiom s &% Q
=== Nameo Sazo  Kind Date Added
() Al My Files @ Microsoft_Office_2016_installer.pkg 147GB  Instail..archive  Today, 11:21 AM
&7 iCloud Drive /‘
@ airdrop

Depending on your Mac’s settings, you may have to enter your credentials to allow the
Installer to run. When finished, the “Install Microsoft Office 2016 for Mac” wizard will
start.
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e Begin by clicking Continue:

@ % Install Microscdt Office 2016 for Mac ]
Weicoma to the Microsoft Office 2018 for Maa Instalior

Yo will e gusded tRfough the SL00E Necdary 16 instal this
saftware,

e Select Continue on the Software License Agreement window and then Agree to the license

agreement:

[ X W Install Microsoft Difice 2016 for Mac -

Sailtwany Lisends Agrsmant

Engish [

MICACSOFT SOFTWARE LICENSE TERME
OFFICE 2018 DESKTOP _ Last updaded July 2015

F YD LIVE I (0R IF YOUR PRINCIPAL PLACE OF BUSINESS IS
) THE UMITED STATES. PLEASE READ THE BINDING
ARBITRATION CLAUSE AND CLASS ACTION WANER IN SECTION
. T AFFECTS HOW DESPUTES ARE RESOLVED.

Thank you for choosing Momssht!

Depending on how you cbtained he O softwane, this is a loense

agreamant between (1} you and The devios manutaciuner of softaans
ingialiar that distribunes T sofwans with your desvson; of {F) you and
Microgof) Corporiton (of, Dasd on whins you Ive of il & Busrass
whng YOl DAl Pk of DUBInGSa & cid, onb of it affiiams)
iR lcdpuined [ St from @ nider, Merasofl B e Sevice

d Fof it [ ol i o ok of R affikated,
nd WMatrosoh i the retaber ¥ you Boquined the Softwans dirscly frorm

Ths describes your rights and T conditions wpon which
o sy e The OHfice softemrs. You should revies the enbing
agresmant, including any prinisd Caper komnsa IMs that accompany
thay softwind And Ry inkid DHTRS, BMchusa bl Of B IS a0
et And 10 Cridin This Borisimdn] Thal Soods i v, You

Bave...

To continue installing the software you must agree to the terms
of the software license agreement.

Click Agree to continue or click Disagree to cancel the installation
and quit the Installer.

Read License | Disagree |||  Agree |

] & bratall Mcrosoh Citoa 2016 lor Mad
Stanced Instal on “Wacintosh HO™

. b This will taics 7,84 GB ol SHath &A yiur SoMpubie

Clich Brestadl dor pedrions @ skaeclerd installation of e soliwess
far all ey of this compute All usan of This competer will
o e BO e Ehisy softwars.

Crirge Iratall Locstion.,

C

Cantomica Go Back [LECH]

e Click Install to begin the standard installation of Office 2016 for Mac:
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The installer will begin the installation process:

w Inatall Micresolt Ofice 2016 for Mac

Installing Microsoft Office 2016 for Mac

» Irtroduction

& Licansa

o Deatination Sebect

¢ [nstallation Type Writing files...
o Installation

Click close when completed:

[} & Instadl MicrozolM O#fice 2016 for Mac

This installation was cofmplated seocesstully.

& Introdisction

& Licenss
Dastination Salect
Irstallation Type

* Summany Tha saftwars was instaled,

» Installation The installation was successful.

Now, go to the Launchpad from your Desktop to locate all Office applications.

A one-time activation is needed when an Office application is being launched for the first

time. The example below is with opening Word 2016, for the first time, after the install

completed.
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Click Sign In and use your NetID as email address (XXXXXXXX@xxxx.commnet.edu).

The next screen will prompt to sign in to “fs.commnet.edu”. Enter your NetID once again and

password, then click Sign In.

L] oo 218 dor sz

] Office

Sign In 1o Activate Offico

B Wi P MCrosef oeent T Yoo ised i purciis DFos o with

Boroan] asgrac 1o Yo By oL werk of school

€ Back

L] Word 2010 lor Wan

fs.commnet.edu
Type your user name 8 parkawend.

LiseF S | 004481 1 8alabucerd comerrat ada

€ Bl

Office will then prompt you the option to customize your preference.

[] Word 0018 e W

Hovwr would you Bke Office to look?

Wau £a0 iyl ChEnge e e aier &0 uede
Pritarernd > Oares
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