ULTIMATE Installing Microsoft Office 365 on your Computer

ACADEMY

Before Installing Microsoft Office 365 on your Computer
e You may already have an active and usable version of Microsoft Office on your computer, check before
downloading Microsoft 365.

1. Search your computer for “Microsoft Word.”
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2. If this search returns any results of Microsoft Word, click to open the program.
e If noresults are returned, move forward with the download instructions (starting on page 8)
3. When the program opens, follow the instructions below based on the version that opened.
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4. Check if the program is activated and able to be used.

Office 2010

Activated — You have an active and usable version of Microsoft Office 2010 on your computer, downloading Microsoft
Office 365 is not necessary.
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Not Activated — You do not have an active and usable version of Microsoft Office on your computer, proceed to uninstall
and download instructions (starting on page 5).
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Office 2013, 2016, 2019, & 365
Activated — You have an active and usable version of Microsoft Office on your computer, downloading Microsoft Office
365 is not necessary.
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5. Signing into an inactivated Office 2013, 2016, 2019, or 365 program.

e Click “Signin.”

e Enter your UMA email, the username you use to log into the PumabDen.
e Enter your password that you use to log into the PumaDen.
[ ]

This should activate the program, and you will see “Product Activated” or “Subscription Product” where it
used to say “Activation Required.”

O You have an active and usable version of Microsoft Office on your computer, a further
download and install of Microsoft Office 365 is not necessary.

Uninstalling an inactive and unusable version of Microsoft Office on your computer
1. Open up the Control Panel on your Computer by searching “Control Panel.”
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2. Select “Uninstall a Program.”
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3.

Look for the program name with “Microsoft Office” in the title and click on it.

[ Programs and Features

<« ~ 4 [@ > ControlPanel > Programs > Programs and Features

Control Panel Home .

Uninstall or change a program
View installed updates

@ Turn Windows features on or

v 0

To uninstall a program, select it from the list and then click Uninstall, Change, or Repair.
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To uninstall a program, select it from the list and then click Uninstall, Change, or Repair.
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4. Click “Uninstall/Change.
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5. Click "Yes" to allow changes and follow any other prompts to finish uninstalling the program.
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Downloading and Installing Microsoft Office on your Computer
1. Navigate to the “My Apps” menu item in the PumaDen.
2. Click “Download Office 365.”

3. Click on “Install Office.”
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You can install Office on up to 5 PCs or Macs, 5 tablets,
and 5 smartphones.

Install options

Q Security & privacy

Protect your account and adjust important privacy
settings to your preference.




4. Open/Save/Run the file for download.
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5. You will see the following screens as it installs, this may take up to five minutes.

Just a few more steps...

@ Click Run P Stay online

If asked, click Save File, then run thy bwnloading all of Office might take a
ile.

[ Office X

My account ~_l
:

Personal info

PEEE

Installing Office

Prd We'll be done in just a moment.

set

Manage security & privacy Change app permissions

10



When you see this screen, click close.

Office

You're all set! Office is installed now
Click Start to view your apps.
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8. Click “Sign In.”

B2 Microsoft

Welcome to Office

9. Enter your UMA email, the username you use to log into the PumaDen.
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10. Enter your password that you use to log into the PumaDen. Click "Sign In."
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Enter password

Forgot my password

11. Leave the option checked and hit "Yes."

X

Use this account everywhere on your device

Windows will remember your account and make it easier to sign in to apps and
websites. You won't have to enter your password each time you access your
organization's resources. You may need to allow them to manage certain settings on

your device.

Allow my organization to manage my device

This app only

12. To set up OneDrive, enter your UMA email, the username you use to log into the PumaDen, on this screen and
click "Sign In."

& Microsoft OneDrive

Set up OneDrive

Put your files in OneDrive to get them from any device.

Enter your email address ‘




13. Click "Next."

Microsoft OneDrive - X

This is your OneDrive folder

Add files here so you can access them from other devices and still
have them on this PC.

14. Click through the OneDrive tutorial then close the window.
15. You now have Office 365 activated and ready to use on your computer.

14



