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Microsoft Office 365 ProPlus for Employees

As a Phoenix College employee, you can download Office 365 ProPlus for free. The software can be
installed on up to five computers (PCs or Macs) per employee.

Installation instructions and application information are included below.

Application Information
The installation package is available for PCs and Macs. Specific information on applications provided
in each installation package is included in the table below.

Software PC Mac
Access Yes No
Excel Yes Yes
Lync Yes No
OneNote Yes No*
Outlook Yes Yes
PowerPoint Yes Yes
Publisher Yes No
Word Yes Yes
Infopath Yes No

*OneNote is not included in the installation package; however, there is the option to install OneNote as
a separate installation.
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Installation Instructions
Installation instructions for PCs and Macs are provided below.

1. Go to https://login.microsoftonline.com and enter the following information:

e Username: Your Maricopa email address (i.e. MEID@maricopa.edu)
e Password: Same password you use to log into your Maricopa email account

Sign in with your organizational account

MEID@maricopa.edu

[ Keep me signed in

PO | Cancel

Can't access your account?

Username=Your Maricopa email
address.

You will be redirected to the MCCCD
Office 365 Logon page where you
will enter your password.

] Orseniations! sccount that work erecan be s aryuere you
see this icon. © 201 Microsoft Legal Privacy Feedback

MARICOPA
COMMUNITY
COLLEGES®

Enter your MEID and password:

MEID@maricopa.edu

Forgot password?

MCCED Home  my.maricopaedu  Help
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2. This brings you to the installation screen. Click on the "Install Office 2016" button located
in the top right corner.

4 Install Office 2016

Cther installs

Good morning

Use the online apps

e
y: | E gz
Yammer Newsfeed Video

3. You will receive a dialog box instructing you on the steps to install Office and the download will begin.

Follow the instructions by clicking on the downloaded file, if prompted to run the file, select yes, and
follow any installation prompts you may receive.

Just a few more steps...

|] Setup... - Yes

- ] Office
( o
© Click Run @ Say "yes" @ Stay online
Click the Setup file at the bottom of the Click Yes to start installing. Downloading all of Office might take a

screen. while,

Close Need help installing?

M SetupX86.en-US_O3..exe ™ 3 Show all downloads...
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NOTE: If you are using Chrome, you may need to locate the download in the bottom left
of your screen, click on the down arrow, and select Open.

Cpe

(o]
i

Always open files of this type

Show in folder

uter

I} Setup.XB6.en-us 036...exe E

b. A message will appear, asking if you would like to run or save the file. Select Run.

File Dionenload - Security Wiarning 22 |

Do you want to run or save this file?

Mame: ..ecBee-3F1f-4505-3206-c85078cdd216_TH_PR_.exe
Type: Application, 1.00ME

From: c2rsetup.officeapps.live.com

Fun Save l l Cancel

i while files from the Intermet can be useful, this file type can
i\ ‘H potentially harm your computer. [ you do not tast the source, do not
= run or zave this software. What's the risk?

c. Another message may appear, asking if you would like to run the software. Select
Run.

5

Internet Explorer - Security Warning

Do you want ko run this software?

Marne: Microsoft Office ClicktaRun

Publisher: Microsoft Corporation

[E MMore opkions Run ]I l Don't Run

| ‘ql wihile Files from the Internet can be useful, this file type can potentially harm
"%/ your computer, Only run software From publishers you trust. 'What's the risk?

Chapter: Installation Instructions
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d. When asked if you want the program to make changes to the computer, select Yes.

@ User Accaunt Contral

%) Do you want to allow the following program to make

" changes to this computer?

G Program name:  Microsoft Office ClicktoRun
Verified publisher: Microsoft Corporation
File origin: Downloaded from the Internet

(%) Show details ves Jl[ N |

Change when these notifications appear

IMPORTANT: Do not go offline or restart your computer until the installation is complete.

NOTE: If you are using Internet Explorer, you may need to click on the Office 365 icon in
the bottom toolbar to proceed to the next step.

4. The installation will begin Click Next.

] Office

OneDrive for
Business

Installing Office

We'll be done in just a moment.

Chapter: Installation Instructions
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5. When the installation completes, click the "Close" button to begin using Office 2016 applications.

You're all set! Office is installed now
Click Start = All Apps.

Chapter: Installation Instructions
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Instructions for Macs

1. Go to https://login.microsoftonline.com/ and enter the following information:

e Username: Your Maricopa email address (i.e. MEID@maricopa.edu)
e Password: Same password you use to log into your Maricopa email account

] Office 365

Sign in with your organizational account

MEID@maricopa.edu

seeceseocecere -~

[ Keep me signed in

Can't access your account?

Username=Your Maricopa email
address.

You will be redirected to the MCCCD
Office 365 Logon page where you
will enter your password.

) Croenzatona sccouets that verk erecan be s aryuereyou
sce this icon. © 2014 Microsoft Legal Privacy Feedback

MARICOPA
COMMUNITY
COLLEGES®

Enter your MEID and password:

MEID@maricopa.edu

Forgot password?

ha r-Gilbert | Estrella MountainGat E e
e vl 1 e | o S

MCCCD Home  my.maricopa.edu  Help

Chapter: Installation Instructions
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Microsoft Office 365 ProPlus for Employees

2. This brings you to the installation screen. Click on the "Install Office 2016" button located
in the top right corner.

4 Install Office 2016

Other installs

Good morning

Use the online apps

Y« | B

Yammer Newsfeed

3. After clicking the "Install Office 2016" button, you will be presented with a window
similar to the one below.

Just a few more steps...

.-
) o
——
@ Download 8 Install ©) Signin
Ofice 2016 will now start downloading Open the Office . plg file in your To activate Office, sign in with the
Downloads folder and follow the steps acoount you use for Office 365:
to install Office ALBNST1111@maricopasedu.

Close Meed help installing?

Chapter: Installation Instructions
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At this point it should be starting to download the needed file to install office. It can take a few minutes,
but once it is done you should be able to click the arrow to the right of the download and click on “Show in
Folder” it will bring up the following window: (note if you download a lot there will be other files in the
list, but the one needed with be highlighted)

o0 @ @ Downloads
an o o B & Q
Favorites Name Size  Kind Date Add
@ All M‘f Files w Microsoft_Office_2...160411_Installer.pkg 1.48 GB Install...archive Today, 11
¢ iCloud Drive
lﬁl AirDrop
;ﬂq Applications
[ Desktop
[H Documents
@) Downloads
Davices

O Remote Disc
Shared

CJ pos2esso-H216

[<] Dosasess-H212

£ poB47338-HB112

‘e OpESORRAMEMRY

Double click on the Microsoft office 2016_installer.pkg and follow the prompts to finish installing: A series
of screen shots follow that should match the ones you see:

'® e Install Microsoft Office 2016 for Mac a
Welcome to the Microsoft Office 2016 for Mac Installer

You will be guided through the steps necessary to install this

| @ Introduction software.

License
| Destination Select
| Installation Type
Installation

| Summary

Chapter: Installation Instructions

‘ Continue

Click Continue 10
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o ‘e Install Microsoft Office 2016 for Mac o]

Software License Agreement

English v
| o Introduction g .
o License MICROSOFT SOFTWARE LICENSE TERMS

| OFFICE 2016 DESKTOP Last updated July 2015

Destination Select IF ¥OU LIVE IN (OR IF YOUR PRINCIPAL PLACE OF BUSINESS IS IN)

THE UNITED STATES, PLEASE READ THE BINDING ARBITRATION
| Installation Type CLAUSE AND CLASS ACTION WAIVER IN SECTION 9. IT AFFECTS
_— HOW DISPUTES ARE RESOLVED.

Installation Thank you for choosing Microsoft!

| Summary Depending on how you obtained the Office software, this is a license

agreement between (i) you and the device manufacturer or software
installer that distributes the software with your device; or (i) you and

| Microsoft Corporation (or, based on where you live or if a business where
your principal place of business is located, one of its affiliates) if you

| acquired the software from a retailer. Microsoft is the device manufacturer
for devices produced by Microsoft or one of its affiliates, and Microsoft is
the retailer if you acquired the software directly from Microsoft.

| This agreement describes your rights and the conditions upon which you
may use the Office software. You should review the entire agreement,
including any printed paper license terms that accompany the software

| and any linked terms, because all of the terms are important and together

create this agreement that applies to you. You can review linked terms by

‘ Print... Save... Go Back Continue

Click Continue

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

Click Agree to continue or click Disagree to cancel the installation and

g quit the Installer.
1 Read License Disagree Agree
3
NanandinAa Aan haa vnn nltainad tha Mfira enfluara thie ie a licanea
Click Agree

Chapter: Installation Instructions
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| @ ‘e Install Microsoft Office 2016 for Mac a ]

Select a Destination

@ Introduction How do you want to install this software?

» License

° )
Destination Select " Install for all users of this computer
Installation Type
Installation Install for me only
Summary .

L Install on a specific disk...

Installing this software requires 7.75 GB of space.

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

Go Back

Click on Install for all users of this computer, then click Continue

i @ w Install Microsoft Office 2016 for Mac = ]
Standard Install on *"Macintosh HD"

i il 7. A
| » Introduction This will take 7.75 GB of space on your computer,

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

| @ Installation Type
Installation

| Summary

| Change Install Location...

Chapter: Installation Instructions

Customize Go Back Install

Click on Install 12
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~ Installer is trying to install new software. Type
your password to allow this.

3

Username:

Password: lllllll.l

Cancel Install Software n

Enter your username and Password for the computer and click Install Software

o

® ¢ o & Install Microsoft Office 2016 for Mac a
The installation was completed successiully.
o Introduction

o License

o Destination Select

o Installation Type
* Installation The installation was successful.

¢ Summary The software was installed.

|
-

Click close when you see this screen, and you should now be able to use Office programs normally.

Chapter: Installation Instructions
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Special thanks to Rio Salado Community College for
sharing this excellent documentation and allowing
other colleges to customize it for their needs.

Chapter: Installation Instructions
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