Install Office 2016 on a Windows computer through Office 365 I

GENEVA COLLEGE

The directions below are for all faculty, staff and students on Windows, who have access to
install Office 2016 on personal computers through your Geneva Office 365 account.

These directions will help you sign into your Office 365 account to download and install the
Office 365 ProPlus Software. Office 365 ProPlus for Windows is a full version of Office,
which includes: Word, PowerPoint, Excel, OneNote, Outlook, and more:
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Word Excel PowerPoint OneNote  Access Publisher  Qutlook  Skype for  InfoPath  OneDrive
Business for Business
If you already have a purchased version of Office 2010 on your computer, installing the
Office 365 version of Office 2016 will NOT overwrite it — the two suites will work side-by-
side. If you already have a purchased version of Office 2016 on your computer, you will
need to uninstall it to use the Office 365 version.

Please note that each user can install Office 365 ProPlus on up to five (5) home or
personally-owned PCs/Macs.

How-To Download:
1. Navigate to your new Office 365 Account -> http://my365.geneva.edu
2. Onthe Sign in page,

a. Enter your username (yourusername@geneva.edu)
b. Enter your login password

) GENEVA COLLEGE

4
#
Sign in to Office 365

Password

[ Keep me signed in

name % » Can't access your account?
(yourusername@

geneva.edu)

Note: To login use your login name (8 chars) followed by @geneva.edu.
Example kasmith@ger Contact the Geneva Tech Center
Help Desk at 724-847-6789 or visit my.geneva.edu
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3. From the Office 365 Home Screen, select the “Install now” button
a. The site will automatically detect your system (PC or Mac). The default is set to
32-bit as the recommended version.

Office 365 Home

Install Office on your PC

0z 03 02 @« O

Hi, Linda. )
! Language: English
Got a Mac? Sign in to Office 365 on your Mac to install. Change language
Troubleshoot installation

Smartphone or tablet? Get Office on your devices
Learn how to set up email and Office 365 apps on your device

OneNote for teachers

Stay organized and track your students

S A e Collaborate with Office Online ‘

each other.

select
Install now

Create 3 OneNots Class Notebook

Mail Calendar

4. Once you have downloaded the Office 365 ProPlus installer from Microsoft, open and
run the file.

Do you want to run or save Setup.X86.en-us_0365ProPlusRetail dc32ed4c0-d2b3-4782-8368-cd95904c1488 TX PR _.exe (1.05 MB) frem c2rsetup.officeapps.live.com?

4 r Run Save hd Cancel F

NOTE: If you already have Microsoft Office 2013/2016 products installed on your computer, you
will run into the following message. It is recommended that you uninstall your previous version
of Office 2013/2016.

- X
] Office
We found a problem!
We're sorry, Office Click-to-Run installer encounteged a problem
because you have these Windows Installer ba: ice programs

Click-to-Run and Windows Installer editions of Office programs
don't get along for this version, so you can only have one type
installed at a time. Please try installing the Windows Installer <
edition of Office instead, or uninstall your other Windows Installer
based Office programs and try this installation again.

\A
A

Cloze
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a. Office will install in the background and will say, “You can use your programs
now,” but we recommend that you wait until the installation is finished. You
also must stay online with your computer fully on and awake during the entire
process.

b. On the first screen, simply press Next.

] Office

Welcome to your new Office.

‘We think you'll love it. Let’s get started.

Office is installing in the background (26%) X

You can use your programs now, but please don't go offline
or restart your computer.

c. Then you will be presented with two options for providing information to
Microsoft. Whichever you choose, then click “Accept.”

] Office

® Use recommended settings:
Tiip Us improve Office. The information sent to Microsoft helps us make the best software and services for you and is never used to identify or
contact you. We take your privacy seriously.

© No thanks
View Privacy Statement

This product also comes with automatic updates. Leam more

By clicking "Accept” you agree to the Microsoft Office License Agreement, View Agreement
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d. At this point, you need to sign in.

] Office

Sign in and get the most out of Office.

‘When you sign in, you can save your documents online to access them
almost anywhere and share with anyone. Your settings are also online, so

you'll always find Office just the way you left it. :

Mo thanks, maybe later.

e. When Microsoft asks what email you want to use, you MUST use the Office 365
username — username@geneva.edu.

] Office Sign'in

What email address would you like to use to sign in to
Office? (If you already have an account that you use with

S I g n | n an Office or other Microsoft services, enter it here).

lusername@geneva.edu X \ |

When you sign in, you cal
almost anywhere and sh:

you'll always find Office
Learn more | Privacy Statement Next
When you sign in, your documents and settings are online

Sign in Learn more | Privacy statement

No thanks, maybe later.
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f.  You then need to enter your normal password. Check the “Keep me signed in”
box to prevent being asked to sign in again in the future.

1 Office Sign In

username@geneva.edu

Sign in an

Password:

...........

When you sign in, you ca|
almost anywhere and sh:
you'll always find Office | Keep me signed in

\

Learn more | Privacy Statement b )
J

Sign in

No thanks, maybe later.

Can't access your account?

© 2012 Microsoft Corporation
Privacy | Legal

g. With Office 2016, you can now choose a background design for all your
applications. Scroll through to see the previews and select one —or No
Background, if you do not want one.

] Office

Hello

How would you like your Office to look?
No Background ~ [4]
Calligraphy

Circles and Stripes

Circuit -
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h. The next screen offers a demo from Microsoft. While it does look different,
Office 2016 works just like Office 2010/2013. Choose whether you want to see
the demo or not.

] Office

We're getting things ready.

Office has lots of great new stuff, and we'd love to show you around while we wrap things
up. Here's a quick introduction on what's new.

Take a look |

i. Andyou are all set!

] Office

You're good to go.

We're all done, and you can now go offline if you need to. Enjoy!
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5. When you open any of your new Office applications, you will now see your account
logged in at the upper right. If it is not, pull down the menu from there and sign in using
your Office 365 username@geneva.edu and password.

Word i " 2 Welcome User

Recent

- C Other Documents

We do't have any featured templates right now.

a. After installation, Microsoft will check the validity of your license in the
background every 30 days — you may be prompted to re-authenticate your
license.

b. You maintain a valid software license until you leave the college, after which the
software will provide read-only access.
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