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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 5PC’s or 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 If you 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 Internet Explorer and browse to https://www.office.com

B° sign in to your account X

P O Y ) https;//login.microsoftonline.com/commor

@ This site uses cookies for analytics, personalised content and ads. By continuing to browse this site, you agree to this use.

B® Microsoft

Sign in

Email address, phone number or Skype

No account? Create one!

Can't access your account?

1. 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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2. Enter your network password into the € ts@marplehall.stockportsch.uk
Enter password box and click Sign in Enter password

Password

Forgotten my password

Sign in
1] Microsoft Office Home X
CAL =D £ hitps//www.office.com/?auth=2&home=1 g ¥ 7L

Office 365 Ja .

Good morning

ﬂz ;(Q M Install Office

Outlook Calendar People Tasks

Office 365 apps
Includes Outlook, OneDrive for Business,
Word, Excel, PowerPoint, OneNote and more.

Explore all your apps >

1<

Other installation options
Install a different language, the 64-bit version

%
3. Click the Install Office button or other apps avaisble with your subscription
4. Then click Office 365 Apps from the drop down menu

& hitps://www.office.com/?auth=2&home=1 b

Just a few more steps...

@ Click Run @ Say "Yes" © Stay online

Find it at the bottom of the screen or Click Yes to start installing. After the installation, start Office and

press AltsN sign in with the account that you use for
Office 365

ts TestStaff@marplehall stockport sch.uk

| Need any help with the installation?

i g ?
What do you want to do w!lh Setup.X86.en-us....exe (5.0 MB)? Run 3 | ~ Cancel v
From: c2rsetup.officeapps.live.com
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5. You may be either:

a. asked to Save a file to your computer

b. or it will automatically download
If asked to save:

i. Choose a location and click the
Save button

c. atthe bottom of the window you will
see the file downloading, click on this
and when the App has finished
downloading it will run

OfficeSetup.exe

1 | ik

Cpen file

6. Office will now run through it’s setup screens

Just a few more steps...

@ Save s x
1+ < Desktop > Mew folder v & | Search New folder »L
Organize * New folder Bz - (7]
Mame Date modified Type
s Quick access
I Desitop - No items match your search.
& Downloads
Documents
&) Pictures b4
[ This PC
¥ Network
< >
File name: | Setup X86.en-us_D365ProPlusRetail_05168593-7F42-4de1-Oa a-fe3086f511c0_TX_DB_b_64, |
Save as type: | Application v
n HideFeders

@ Click Run @ Say "Yes"
Find it at the bottom of the screen or Click Yes to start installing, =
press Alt-N. () Installing Office
Fin _
pre
We'll be done in just a moment.
Close Need any help with the installation?
DfficeWebHelp?p1=0365PROUSERBLclid=2057 Sver=158p2= 03658 HelpID=0365E 1
Close Need any help with the installation?

IfficeWebHelp?p1=0365PROUSEREclid = 20578ver=158p2=03658&HelpID=0365E_1

7. When it has finished installing

] Office

click Close

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

Close Need any help with the installation?
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Running Office for the First time

The first time you run each Office app you will need to log in as below.

Instructions

1. For example choose Word from the Start Menu

Windows Defender Security Center

Windows Ease of Access
Windows PowerShell

Windows System

Word
New

B® Microsoft

L Type here to search 0

2. Click the Sign in button

Sign in to set up Office

[
£

Get free cloud storage

®

Sign in with your work, school, or personal Microsoft account

% Microsoft

Activate Office

Email, phone, or Skype

Enter a product key instead

No account? Create one!

Next

4. Enter your network password into the
Password box and click Sign in

3.

Enter your full school email address

(e.g. username@marplehall.stockport.sch.uk)

in the Activate Office window and click Next

button

Enter password

Enter the password for ts.teststaff@marplehall.stockport.sch.uk

Forgot my password

Sign in with another account

Privacy statement



mailto:username@marplehall.stockport.sch.uk
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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
organisation's resources. You may need to allow them to manage certain settings on
your device.

|:| Allow my organisation to manage my device

This app only

5. Untick the box labeled Allow my organization to manage my device and then click This app only.
6. Click Done

You're all set!

We've added your account successfully. You now have access to your organization’s
apps and services.

7. Click Accept and start Word on the next screen B® Microsoft
Office is almost ready

These Microsoft Office 365 ProPlus apps are installed:

EFEEREFEC

This product also comes with Office Automatic Updates

By selecting Accept, you agree to the Microsoft Office License Agreement

Accept and start Word
P —— . | eomamsanvos |

Default File Types n Office

8. You may be asked to select your

Microsoft Office supports many different file formats. Choose the format you would preferred default flle type for the

like to use as your default in Microsoft Word, Microsoft Excel, and Microsoft
PowerPoint.

application to use.

oose this option to set your defaults to use the file format designed to |f SO, We recom mend Selecting the top
support all the features of Microsoft Office, 4
Learn More option, Office Open XML formats, in
() OpenDocument formats . .
Choose this option to set your defaults to use the ODF file formats designed to order to be com patlble with school
support the features of third-party productivity applications that also implement
ODF. Many features of Microsoft Office are supported by ODF but some content SyStemS, and then Click OK

or editability may be lost upon save.
Learn more about the level of support by ODF for Microsoft Office features

You can change this setting later in the Options for each application.

Learn more about differences between formats




