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Microsoft 365 Installation Guide (Mac)

1. Uninstall any older versions of Microsoft Office (e.g. 2016) that you have installed on your
computer. See Microsoft article for details.
2. Log into office.com using your CWRU credentials (abc123@case.edu)
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3. Enter your password and click “Sign In”


https://support.microsoft.com/en-us/office/uninstall-office-for-mac-eefa1199-5b58-43af-8a3d-b73dc1a8cae3
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4. Click the “Install Office” button in top right and select download “Office 365 Apps”
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5. Wait for “Microsoft_Office 16.35.20030802_BusinessPro_Installer.pkg” to download
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6. Locate the .pkg file in your downloads folder and double-click on it
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7. The installer will open an “Install Microsoft Office” dialog box, click ‘Continue’ button
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Welcome to the Microsoft Office Installer

You will be guided through the steps necessary to install this

Introduction
software.

License
Destination Select
Installation Type
Installation

summary

Continue

8. Review the “Software License Agreement” and click the “Continue” button
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Software License Agreement

English H

Introduction

License Consumer Customers: To determine which one of the two separate sets
of license terms below apply to you, check the product title. This is
Destination Select printed either on product packaging if you purchased the product from
a physical retail store or on the page from which you purchased the
Installation Type software if you obtained the software online. If designated Office 365
| subsecription (e.g., Office 365 Home, Personal or University) then the
Installation "Supplement to Microsoft Services Agreement — Microsoft Office 365
| Consumer Subscription Service and Software” below applies to you. If
Summary designated Office software (e.g., Office Home & Student or Office Home

| & Business), then the “Microsoft Software License Terms — Office
Desktop” below apply to you.

Enterprise Customers: If you are an Enterprise customer, the below

[ terms do not apply to you, and your use of the subseription service/

| software is subject to the terms and conditions of the volume license

| agreement you agreed to when you signed up for the subscription and
by which you acquired the license for the software. You may not use
the service/software If you have not validly acquired a license from
Microsoft or its licensed distributors. If your organization is a Microsoft
customer, it has enabled you to use certain connected services in
Office 365. You may also have access to other connected services from
Microsoft, which are covered by separate terms and privacy
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Print... Save... Go Back Continue

9. You will be prompted to “Agree” in order to continue installing
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To continue installing the software you must agree to the terms of
| the software license agreement.

ingj Click Agree to continue or click Disagree to cancel the installation and
¢ Lie guit the Installer.
| Del
|
Ins . .
Read License Disagree Agree
Ins L8
_—
Summary limited warranty. To make a claim under the limited warranty, you must

contact either Microsoft Ireland Operations Limited, Customer Care Centre,
Atrium Building Block B, Carmanhall Road, Sandyford Industrial Estate,
[ Dublin 18, Ireland, or the Microsoft affiliate serving your country (aka.ms/
msoflices).

| 3. Australia. If you acquired the software in Australia, contact Microsoft to
make a claim at 13 20 58, or Microsoft Pty Lid, 1 Epping Road, North Ryde
| MNSW 2113 Australia.

| 4.  Other countries. If you acquired the software in ancther country, contact
the Microsoft affiliate serving your country (aka.ms/msoffices).

Print... Save... Go Back Continue

10.Select a destination to install and click the “Continue” button
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Select a Destination

Introduction How do you want to install this software?
License

Installation Type =

Installation nstall for me only

Summary

“ Install on a specific disk...

Installing this software reguires 8.99 GB of space.

You have chosen to install this software for all users of
this computer.

Go Back Continue

11. The standard install will be on “Macintosh HD” by default. You may choose to “Change Install
Location” if desired.
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Standard Install on "Macintosh HD"

Introduction This will take 8.99 GB of space on your computer.

License Click Install to perform a standard installation of this software
| o far all users of this computer. All users of this computer will be
Destination Select able to use this software.

Installation Type
Installation

| Sumrmary

[ Change Install Location...

Customize Go Back Install

12. Next, the installer will validate packages.

w Install Microsoft Office
Installing Microsoft Office
Introduction

License

Destination Select

Installation Type Validating packages...
Installation

[ |
Sumrmmary

13. Then it will run the package scripts.
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Installing Microsoft Office

Introduction
License
Destination Select

Installation Type Running package scripts...
Installation

Sumrmmary

Install time remaining: About a minute

14. Installer will write the files next.

w Install Microsoft Office

Installing Microsoft Office

Introduction
License
Destination Select

Installation Type Writing files...
Installation

summary

Install time remaining: About 31 minutes

I"
.

15. Finally, the installer will show that the “installation was successfu
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The installation was completed successfully.

Introduction
License
Destination Select
Installation Type

Installation The installation was successful.

Summary The software was installed.

16. Open up a document in Word, and you will be prompted to “Activate Office.”

@& o W§ Microsoft 365 Installation Guide

Insert Design Layout References Mailings Review View

€ Activate Office to Create and Edit Buy Office or sign in to activate Office if you've already bought it. Activate

Microsoft 365 Installation Guide (Mac)

1) Log into portal.office.com using your CWRU credentials (abcl123@ads.case.edu)

; . Welcome back!

Page 10of 6 134 words  [[® English (United States) + 125%

17. Click on the “Sign in” link under the blue “Buy Office” button.
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Office

Activate Office to Create and Edit

To start editing documents, buy Office or sign in to activate Office if you've
already bought it.

Already bought Office? Sign in

18. Use your CWRU credentials to log in (abc123@case.edu)

[ D Word
BE Microsoft
Signin
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No account? Create one!
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19. You will be sent a DUO push.
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My Settings & Devices

Need help? =
Passcode

Powered by Duo Security

Remember me for 12 hours

Pushed a login request to your device...
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20. Once activation is complete, Office apps like Word will be ready to use.

® ) Word

You're All Set

You're now ready to use all of the benefits included with your Office 365
subscription.

Start Using Word
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