Department of Education, Training and Employment

How to install Office 365 Student

Advantage package on a students home
computer

All state school students from Prep to Year 12 can now download multiple free copies of the Microsoft Office
2013 Suite to their personal home and mobile computer equipment.

Students who want the free software will need an active Managed Internet Service (MIS) login, school email
account and password - those who don't have these should contact their school's MIS Administrator or class
teacher. The administrator will help students activate their MIS login.

Currently, MS Office Suite 2013 is available for students' personal equipment only - not equipment which is part
of a school network.

The following information has been designed to support students with the download.

If they have any further issues, they will need to speak to their MIS Administrator.

How to download

To install Microsoft Office 2013 from Office 365 navigate to: http://portal.office.com/OLS/MySoftware.aspx

J Office 365

5ign in with your organizational account

|Userk§)eq.edu.au X

Password

[JKeep me signed in

Can't access your account?

If presented with the below page, the same username and password used to log in to a school workstation
should be used.
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A new page will then load. A list of options on the left of the screen with Office highlighted.

Select the version of OS being used for Office (32bit or 64bit by clicking advanced and selecting in the drop
down box)

l]Oﬁice365 Qutlook  Calendar  People  Sites  Tasks ol ?

Install the latest version of Office ’
Tools & add-ins
This will install the following apps on your computer; Word, Excel, PowerPoint, OneNote, Access, Publisher, Qutlook, Lyne,

Desktop setup InfoPath.

Phone & tablet
w3 BB
Word Excel PowerPoint OneNote Access Publisher  Outlook Lync
InfoPath
Language: Version:
[Engfish (United States) 32-bit Advanced

Note: Installing additional languages on a computer that already has this version of Office doesn't count against your install limit
)

Review system requirements
Troubleshoot installation

Install

To view a lst of updated computer installs, refresh the page. It may take a few minutes for your updated installs to appear. .

Click install at the bottom of the page
A pop up may appear asking to save or run the installation file - click Save
Then click run once completed

Wait for the office install to appear - this may take some time depending on the device.

Minimize any windows in case it becomes hidden.

Depending on the schools connection they may receive a popup advising the install may take time as the
connection is slow.
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] Office

Microsoft Office

Sorry, itlooks like you're on a slow connection, so this might take a
while,

I

Strearning...

While office is installing, a notification will also appear advising the current install progress to the end user.

Office is installing in the background (73%) X

Sorry, it looks like you're on a slow connection, so this
might take a while,

Once the installation has reached close to or at 90%, an error will appear advising an error occurred.

I Sorry, wee are having some temporary semer issues,

Try again Cancel

Click cancel as this part of the install is for the registration of the device.

Please wait while the installation continues and finalises.

] Office

Welcome to your new Office. :
We hinkyout love i Lets g sarte f Environment
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Once the installation is ready, the next button will become prominent and you can click to continue.

Select the settings preferred settings and click accept.

) Office

First things first.

® Use recommended settings

Fielp s irmprave Office. The infarmatian 7ent ta Micrasaft helps us make the best software and services for yau and is never used 0 identify or
cantactyou, e take your privacy seriusty.

= No thanks
Wiew Privacy Statement

This praduct slso comes with autarnatic updates. Learn more

By clicking "Accept” you agree to the Microsoft Office License Agreement. View Agreement

A OneDrive info page will appear next, click continue.

] Office

Meet OneDrive.

Signing in to Office means you can save documents ta the seass ‘.- ssss
cloud with OneDrive.
OneDrive gives you anywhere access to your files and makes it
easy to share with the peaple who need them. D
Learn rmore

%

Next is an options to view the new features in Office 365 — Click No Thanks and continue.

] Office

Take a look at what's new.

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

Go online to take a look

Ma, thanks

speed.
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] Office

You can use Office now.

[ 1
We're wrapping things up — please stay online as we make some finishing touches.

Once the installation is completed you will see the following screen

] Office

You're good to go.

We're all done, and you can now go offline if you need to. Enjoy!

Al dane!

To verify the installation being successful, navigate to the Office 2013 location in the start menu and open one
of the applications.

1 Malwarebytes' Anti-Malware
|| McGoo Software !*
|| Mead & Company :.
| Microsoft Calculator Plus
! Microsoft Office ZZ-Adam SAUL
L Microsoft Office 2013

@ Access 2013

Excel 2013

¥ infoPath Designer 2013

I8¢ InfoPath Filler 2013 Mikic

® Lync 2013

#& OneDrive for Business 2013

OneNote 2013

[ outlook 2013 Control Panel

El PowerPoint 2013

[ publisher 2012 Devices and Printers

@ Send to OneMote 2013

[ Word 2013 Default Programs

| Office 2013 Tools
| Microsoft Silverlight Help and Support
. Microsoft VisioModeler
1 Movie Maker

Documents

Pictu

Computer

Run..,

4 Back Windows Security

|5£.‘1>":P‘ programs ond files 'ng B m
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Department of Education, Training and Employment

How to install Office 365 Student

Advantage package on a students=home
Macintosh

All state school students from Prep to Year 12 can now download multiple free copies of the Microsoft Office
2013 Suite to their personal home and mobile computer equipment.

Students who want the free software will need an active Managed Internet Service (MIS) login, school email
account and password - those who don't have these should contact their school's MIS Administrator or class
teacher. The administrator will help students activate their MIS login.

Currently, MS Office Suite 2013 is available for students' personal equipment only - not equipment which is part
of a school network.

The following information has been designed to support students with the download.

If they have any further issues, they will need to speak to their MIS Administrator.

How to download

To install Microsoft Office 2013 from Office 365 navigate to: http://portal.office.com/OLS/MySoftware.aspx

] Office 365

Sign in with your organizational account

Userk@)eq.edu.au x

Password

| Keep me signed in
Can't access your account?

If presented with the below page, the same username and password used to log into a school workstation.
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Select the ‘Install now’ button on the left side of the screen.

Install now

Language: English
Change language

The installation will then begin to download the package into the Downloads folder on the Mac. Once
completed double click the .dmg file.

Downloads | Clear |
= | MicrosoftOffice2011.dmg o)

.01 GB

Double click the install file to start the installation process.

[ NoN ] (& Microsoft Office 2011

Office Instal er
1.02 GB

Office:mac=

Click the next, agree and install buttons to continue.

B Install Microsoft Office ‘or Mac 2011 a

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

O Clck Agree to continuz or click Disagree to carcel the installatior and
« Lic  quitthe Istaller
De nent
Ing . "
Road License Disagree Agrae e
Ing o4
Y appIy TO you; i
Summrary Terms at any time by searching for Softwan: License Agreement in Help.

Sertion 1: If yo lcense Microsaft Oice for Mac 2011, Sarvice Pack 2 trial, the Section
1, Ucerse Terms appy.

Section 2: If you Icense Mcrosaft Ofice fo* Mac Home and Bsness 2011, Senvoe
Pack 3, the Section 2 License Terms aprly.

Section 3: If you lcence Microsoft Oice for Mac Home and Student 2011, Service Pack
3, the Zection 3 Licerse Terms apoy.

Section 4: [f you fcense Microsaft Oice for Mac Uniersity 201, Servize Pack 3, the

Section 4 License Terns acoiv.

Print._ Save.
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Once the install button is clicked, a prompt may appear requesting authentication to proceed with the
installation. Enter the username and password of an administrator account on the Mac.

[ ] B Install Microsoft Office for Mac 2011 =)
Standard Install on "0S"”

I e T This will take 1.61 GB of space on your computer.

License Click Install to perform a standard installation of this software

L on the disk “08".
Destination Select

Installation Type

Change Install Location...

Customize GoBack M Install .

Once the installation is complete a large green tick will appear. Click finish.

The installation was completed successfully.

Introduction
License
Destination Select
Installation Type

Installation The installation was successful.

Summary The software was installed,

On first run of the software you will need to register.

From the below screen click ‘Sign into an Existing Office 365 subscription’

Get Started with Office 2011

Enter your purchased product key

Sign in to an existing Office 365 subscription

Try Office 365, including Office for Mac

Use Office to view your files for frea =
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Enter your student email address and click next.

Sign In to Office

What emall address would you like to use to sign
In to Office? (If you already have an account that
you use with Office or other Microsoft services,

enter it here).

studentid@eq.edu.aul

Back

The next screen may differ if you have previously registered on another MAC you will be asked to enter a
password.

If this is your first time, you will be required to ‘Create a password’

Once complete, click ‘Sign in’

Activate Office

Sign in to activate Office for Mac on your computer.

User ID:

studentid@eq.edu.au

Password:

reuires ]
B

View Privacy Statement @

Back Sign In

You will now see the installation is complete. Click done.
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Complete

Congratulations! You're now ready to use Office for Mac.

Dene

All Office icons will now appear in the Dock ready for use.

X You may be asked to confirm your username/password every 30 days to continue using the product

(or when you change your MIS password)
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