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Installing MS Office 365 on a MacOS Device

1. Open internet browser and navigate to http://office.com
2. In the top right corner click on "Sign in"
3. Inthe field, type in your school (e.g. jsmith1@eq.edu.au) email address and click "next".

& Microsoft

Sign in

Email, phone, or Skype

Can't acoess WoLr account?

Mo account? Croate ame!

4. You will be prompted for your username and password on the online authentication page.
Type your username and password.
5. Tick the | Agree Box and Click Sign in



http://office.com/
mailto:jsmith1@eq.edu.au

6. In the top right corner, click on the "Install office apps" then "Office O365", if you cannot
see this install button, please Log a Job to IT via Services Catalogue Online, use the IT
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7. A pop up message may appear to prompt to allow downloads. Click Allow.
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2.


https://qldqed.service-now.com/sco?id=sc_cat_item&sys_id=44a0a76edb71f0107075481505961938
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Do you want to allow downloads on "www.office.com"?

You can change which websites can download files in
Websites Preferences.

Cancel Allow

8. The download package will begin to download.

9. When the downloading finishes, the file will be listed with the name shown in the previous
window. Double click the installer file. You can also access this by going into your
Downloads folder.
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Microsoft_Office_1

6.48.21...t1aller.pkg

10. You will be prompted with a message to make changes to your
computer. Select ‘Continue’.

¥ |nstall Microsoft Office

Welcome to the Microsoft Office Installer

You will be guided through the steps necessary to install this
software.

Introduction

Continue

11. The Software Licence Agreement will display. Read and click Continue.
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all Microsoft Office

Software Licence Agreement

. English (United Kingdom)
Introduction

Licence

Enterprise Customers: If you are an Enterprise customer, the below
terms do not apply to you, and your use of the subscription service/
software is subject to the terms and conditions of the volume licence
agreement you agreed to when you signed up for the subscription and by
which you acquired the licence for the software. You may not use the
service/software if you have not validly acquired a lcence from Microsoft
or its licensed distributors. If your organisation is a Microsoft castomer,
it has enabled you to use certain connected services in Microsoft 365. You
may also have access to other connected services from Microsoft, which
are covered by separate terms and privacy commitments. Learn more

ahant Wiarneaft'e athar snnnastad camdass at hittmo: lennnavt afflcas snmmil

Print... Save... Go Back Continue

12. You will be prompted to Agree or Disagree to the installation and the licence.
Click Agree.

Install Mic oft Office

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

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

Read Licence Disagree Agree

13. Note: The installation will take over 9GB of your space on your computer. Click Install.
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®® |nstall Microsoft Office

Standard Install on "Mac0OS"

T This will take 9.69 GB ¢’ space on your computer.

Licence Click Install to perform a standard installation of this software
Destination Select O the disk MacOn -

Installation Type

Change Install Location...

Customise Go Back Install

14. You will be prompted by the Installer software on your computer. Enter your username
and password and click Install Software.

Installer is trying to install new software. Type
your password to allow this.

Username: Jusername

Cancel

15. The installation of Office 365 will commence. Wait for the installation to finish.
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¥ |nstall Microsoft Office =

Installing Microsoft Office

Introduction
Licence
Destination Select
Installation Type

Validating packages...
Installation

16. A message will appear to say that your software has been successfully
installed. Click Close.
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#® |nstall Microsoft Office

The installation was completed successfully.

Introduction
Licence
Destination Select

Installation Type

Installation The installation was successful.

Summary
The software was installed.

17. The software installation will close. It may immediately check for updates as
below. Please allow it time to complete, and ensure that the option “Automatically keep
Microsoft Apps up to date” is selected if desired.

Checking for updates...

v Automatically keep Microsoft Apps up to date

18. To access your newly installed applications, go to your Applications folder
Command + Shift + A).

x* Microsoft Excel

N} Microsoft OneNote
8% Microsoft Outlogk

# Microsoft PowerPoint
Ty Microsoft Teams

W' Microsoft Word

19. Double click on the application you want to use. For example, you want to open
Microsoft Word. You will be prompted with a window to show what is new in Word.

Click on Get started.
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What's New in Word

Unmistakably Office, Designed for Mac
ep |

Iy optimized tor the Mac, .":-'.:._||.'_!|:"|_'|

ed Ribbon and New Task Panes
Office now organized the same way acro

n any device through seamless

New Tools and Improved Features
MNew Design Ribbon, sharing options, online templates, reference

toois, ma margs,. g mong

Threaded Comments
Easily d reply to others, s0 you can have helpful

Get started »

20. You are now ready to use all the benefits included with your Office 365 subscription.
Click Start Using Word.
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Yiou 'y o resicly’ 10 use @il of the benofits included with your Office 385

Subscnpton

Start Using Word

21. On the main page of your Microsoft application, click ‘Sign in’.

Blanik Docwmaant Take Moles
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22. You will be prompted to enter your email address (username@eg.edu.au). Press Next.
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Sign in

What email address or phone number would you like to use to
sign in to Word? (f you already have an account that you use
with Office or other Microsoft services, enter it here).

username@eq.edu.au

| Menct

Privacy statement

23. You will need to log in to the online authentication page again. Enter your username and
password and click Log in.
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24. After successfully logging in, you will be taken back to the application.
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