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Information

As part of the school’s software licensing agreement with Microsoft, we are able to offer each
student a free copy of the latest version of Microsoft Office 365 for the duration of their time at
Marple Hall. It is linked your school Network Account so will expire once you leave.

It can be installed on up to:

e 5 PC’sor Mac computers (see below for PC instructions).
e 5tablets and 5 phones (see here for instructions).

In order for this to function we need to collect a small amount of data about the devices you install it
on (device name, IP Address etc.).

Please note:

e This is only for use of devices that you (or your family) own.

e [fyou have any another version of Microsoft Office installed you will need to remove this
prior to installation. Please consider carefully the implications of doing this.

e Due to the large amount of potential configurations of devices, unfortunately we are not
able to offer any support for this product. We will however maintain a FAQ page on our
website that contain common issues.

Instructions

1. Open Safari and browse to https://www.office.com

ene < m @ login.microsoftonline.com

SSL login page sign |

B Microsoft

Sign in

someone@example.com

Can't access your account?

2. Enter your full email address into the Sign in box
(e.g. username@marplehall.stockport.sch.uk)



https://support.office.com/en-gb/article/set-up-office-apps-and-email-on-a-mobile-device-7dabb6cb-0046-40b6-81fe-767e0b1f014f?ui=en-US&rs=en-GB&ad=GB
https://www.office.com/
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3. Enter your network password into the
Enter password box and click Sign in B® Microsoft

“ ts@marplehall.stockport.sch.uk

Enter password

Password

Forgotten my password

Signin
008 < > O & office.com
Office 365

Apps Install Office

Office 365 apps
aa RQ ]\/ J  Includes Outlook, OneDrive for Business,
Word, Excel, PowerPoint, and more.
Outlook Calendar people Tasks - -
Other install options
> Install a different language, the 64-bit version,
Explore all your apps —> or other apps available with your subscription.

Wednesday, February 6, 2019

6Wed 7Thu 8Fri 9Sat 10Sun 11 Mon 12Tue

4. Click the Install Office button
5. Then click Office 365 Apps from the drop down menu

& office.com

@ Download

Office 2016 will now start downloading

@ Install

Downloads
- Microsoft_Office...500_Installer.pkg
‘ 455.5 MB of 1.81 GB (4 MB/sec)

This will now download the Microsoft Office Installer and may take a little time



Installing Office 365

b‘ Network Support Documentation

Marple Hall School

6. Once the installer is downloaded, open the Downloads folder in the Finder and double click the
Microsoft Office installer

[ NN [#) Downloads
< =] = [ERERIEE Q
Favourites Name
=] Desktop « Microsoft_Office_16.21.19011500_Installer.pkg
oD@ ©) Downloads
@Recents < é[[]]l: —
@ Documents
Favourites

@ AirDrop [ Desktop i

#2 Applications E Recents
o Downloads M Documents Microsoft_Office 1
6.21.190...aller.pkg
@ AirDrop 1.81GB
Locations
/™ Applications
0 Downloads

7. Microsoft Office will now

start to install press Continue L) Winstal Micesoft Difice C

button.

Welcome to the Microsoft Office Installer

You will be guided through the steps necessary to install this

# Introduction
software.

8. You will be asked to agree to
the licence agreement, click
Continue button again and
then Agree button on the
next screen

[ ] & Install Microsoft Office =
Software Licence Agreement

English (United Kingdom B
Introduction glish ( gdom) B |
Continue

@ Licence Consumer Customers: To determine which one of the two separate
sets of license terms below apply to you, check the product title. This

is printed either on product packaging if you purchased the product
from a physical retail store or on the page from which you purchased
the if you the online. If Office
365 subscription (e.g., Office 365 Home, Personal or University) then
the to Services Ag - Microsoft Office
365 Consumer Subscription Service and Software” below applies to
you. If 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 subscription 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

Miy ft or its li d . If your isa
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

Print... Save... Go Back Continue

w Install Microsoft Office s

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

It gjick Agree to continue or click Disagree to cancel the installation and guit
e Lic thelnstaller.

Read Licence Disagree Agree

ST LUTIBUNIST SULBLTIEUIUIT SUIVIVE S SUIarS  UeIuT appEnes i
you. If designated Office software (e.g., Office Home & Student or
Office Home & Business), then the “Microsoft Software License Terms
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9. Click Install button on the next screen

Introduction
Licence
Destination Select

@ Installation Type

e Install Microsoft Office =)

Standard Install on “Macintosh HD"

This will take 9.11 GB of space on your computer.

Click Install to perform a standard installation of this software
on the disk “Macintosh HD".

Change Install Location...

Customise Go Back Install

Introduction
Licence
Destination Select
Installation Type

Installation

Installing Microsoft Office

Preparing for installation...

Introduction
Licence
Destination Select
Installation Type
Installation

® Summary

‘e Install Microsoft Office ]

The installation was completed successfully.

The installation was successful.

The software was installed.

Introductic E

Licence
Destinatio
Installation Type
Installation

Summary

@ Install Microsoft Office
Do you want to move the “Microsoft Office”
Installer to the Trash?

To keep this package in its current location,

click Keep.
Move to Trash

g

Keep

The installation was successful.

The software was installed.

10. When it has finished installing click Close
11. You will be asked if you want to move the installer to trash. We recommend you click Move

to Trash
12. You should now be able to find the Office Apps in your Applications folder.

<

Favourites

[ Desktop

E Recents

@ Documents

@ AirDrop

A Applications

0 Downloads
Locations

<™ iCloud Drive

O Remote Disc

@ Network
Tags

@ Purple

Yellow
® Red
@ Blue

|#%) Applications
Clises
B 9 B =
Calculator Calendar Chess Contacts Dashboard Dictionary FaceTime
Font Book GarageBand Image Capture Install macOS iTunes Launchpad
High Sierra
N H B
§ eoe - ]
Mail Maps Messages Microsoft Excel Microsoft Microsoft Outlook Microsoft
OneNote PowerPoint
Microsoft Remote | Microsoft Word Mission Control News Notes OneDrive Pages
Desktop
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Running Office Applications for the First time
The first time you run an Office app you will need to log in as below.
Instructions

1. For example if you open Word — You will see the What’s New in Word, click Get started >
button

U Merd [ ] Word

What's New
in Word

Unmistakably Office, Designed for Mac .
Modern Office design that's fully optimized for the Mac,
including Retina display and full screen view.

Customizable Ribbon

All the power of Office now organized just the way you
want it.

Focus Mode

Concentrate on the content in your document without

having any other screen clutter, Si i i
ign In to Activate Office

Improved Accessibility

Features like Reading Mode and autogenerated Alt-Text for . ; . . . k

images make documents more inclusive Sign in with the Microsoft account that you used to purchase Office or with

Expressive Inking the account assigned to you by your work or school.

Features like ink effects, roaming pencil case, and tilt
effects make it easy to create more impactful content.

M m

2. The click the Sign in button

S @ B 4

[ ) Word
B® Microsoft
Sign in
|

No account? Create one!

3. Enter your full school email address (e.g. username@marplehall.stockport.sch.uk) in the Sign in
window and click Next button ® Word

B® Microsoft

ts.teststaff@marplehall.stockport.sch.uk

Enter password

Password

Forgotten my password

Sign in with another account



mailto:username@marplehall.stockport.sch.uk
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4. We recommend you click Not Now
Use Intelligent Services? button in this window.

Turn on intelligent services to let Office help you be more productive,
powered by Microsoft services.

Intelligent services work across all Office apps to help you be more
productive.

These features also help you improve your writing in Word, deliver
dynamic presentations in PowerPoint and prioritize the emails that
matter most to you in Outlook. Office will use your searches and
document content to suppert and improve the Intelligent Services for
you.

About intelligent services

Privacy statement

5. Click Start using Word You're All Set

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

Start Using Word

"Microsoft Word"” would like to access

6. We recommend you click Don’t Allow *ﬂ bl s

. . Microsoft Word uses your contacts to make it easier
button on this window. to collaborate with others.

? Don't Allow OK




