Installing Office 2019 on a PC (go to page 9 for a MAC install)

Use Google Chrome as your browser. Open Google Chrome.

FIRST TIME DOWNLOAD and INSTALLATION

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

Username: Your Maricopa email address (i.e. MEID@maricopa.edu)

Password: Same password you use to log into your Maricopa email account

Click Sign in.

After entering your email address, you should be redirected to the Maricopa login page. Enter your
MEID@maricopa.edu email address and password to continue.
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ONLINE VERSION-Although typically used to complete assignments, for this class, you cannot use the online version
when completing Excel and Access assignments. The Office 365 software must be downloaded and installed to your
computer. Use the following selection.
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https://login.microsoftonline.com/

DOWNLOADING and INTALLING the FULL software — to include Microsoft Access -to your computer.

Note: When you see the following screen, for the online version, you would click on the tile(s) and open the program
you want. This is not to be used for this class since this is the online version. Go to next step...Step 1 (Make sure you are
on the computer you want to install office on)
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1. Select Install Office Drop down arrow > Select “Other Install options”

Good morning Install Office
Office 365 apps
‘ m g * m Q w | Includes Outlook, OneDrive for Business
Word, Excel, PowerPoint, and more,

Start new OneDrive Word Excel PowerPoint OneNote SharePoint Teams

1€

Other install options
—>  Select a different language or install other
— apps available with your subscription.
> Select OTHER INSTALL J

OPTIONS
All apps

2. The following screen appears. Select 32-bit. If you select the 64-bit; however, it may require using an advanced
installation.

Apps & devices

Select Install
Office. You may
Office 0 02 B 0 02 & & needtoselect

your device.
Language @ Version ] Follow the
|English (United States) v |  |32-bit v prompts as
needed. The

installation may
DEVICES .
take some time.
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Just a few more steps...

] Office

@ Click Open @ 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.

Follow the onscreen
prompts

Click on the Setup
0 setupxetenus Onexe ~ ——— File (Chrome screen)

3. Once installed, you will use your computer to open the software. To do this, simply select the icons installed
on your desktop. Do not go to the online website.

Reinstall or installation on additional devices

You will see this screen. Select the "Install" link under the heading "Install Office on more devices."
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Ingall Ofice on more devices

When you are redirected to the second screen, you may need to select the other device the program is to be installed.

NOTE: Microsoft highly recommends installing the 32-bit version, even if your computer is running a 64-bit version of
Windows.

When you are ready to proceed with installation, click Install.
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When asked if you want the program to make changes to the computer, select Yes.
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.
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A message will appear, welcoming you to Office. Click Next.

] Office

Welcome to your new Office.

We think youll love it LeTs get started

The next message introduces you to OneDrive. Click Next.

r] Office

Meet OneDrive

The next message allows you to specify the background. Select your preferred background and click Next.
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r:l Office

ello Jennifer!

How wauld you like your Office to look?

[-]

The next message allows you to view an introduction to Office. Select Take a look or No, thanks to proceed.

] Office
We're getting things reaay.

Odfice has lots of great new stuff, and we'd lowve fo show you around while we wrap things
up. Hefa's a qui k infroduction o what's meas

Take & look

Next, you will reach a message stating that Microsoft is wrapping things up and to stay online.

NOTE: There may also be a small box in the lower right side of your screen that displays the progress of the installation.

] Office
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Oftice 1z installing in the background {90%) X
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You can use your pragrams now, but please don't go offline
aF restart your computer,

Next, you will need to accept the Microsoft Office License Agreement. After viewing the agreement, click Accept.
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First things first,

=]

You will know the installation is complete when you reach the message stating that you’re good to go. Click All done!

] Office

You're good 1o go
- -

If an Activate Office window appears, type your Maricopa email address (i.e. MEID@maricopa.edu) in the email address
field and click Next.

Activate Office

The Sign In screen will appear next. The User ID field will default to your Maricopa email address. Enter the password
you use to log into your Maricopa email account and click Sign in.
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Sign In

#| Keep me tigried in

Chn't b Cadd yhur BiddirnT

Installing on a MAC

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

Username: Your Maricopa email address
(i.e. MEID@maricopa.edu)

Password: Same password you use to log
into your Maricopa email account

Click Sign in.

After entering your email address you
should be redirected to the Maricopa login
page. Enter your MEID@maricopa.edu
email address and password to continue.
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Click Install

To view the progress of the installation,
click on the Downloads icon in the far right
of the Safari tool bar.

To locate the file, follow these steps:

i.  Click on the Search icon in the Mac
toolbar.

ii.  Type the file name into the search
field.

iii. Double click on the file.

Double Click on the Office Installer icon.
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[ Na¥3) [ Install Microsoft Offica for Mac 2011 8
This brmgs you to the Office for Mac Welcome to the Microsoft Office for Mac 2011 Installer
Installer. Click Continue.
“ Introduction
® License You will be guided through the steps necessary to
install this software.
@ Destination Select
@ Installation Type
@ Installation
® Summary
(- Naks) M [nstall Microsodt Office for Mac 2011 8
The Software License Agreement will Sohmare Lhoma Almesmusk
appear. Click Continue.
English :
 Introduction
@ License
Office for Mac 2013 Privacy Statement
@ Destination Select
O BuIASRCON Vi Below are five separate sets of License Terms for Office for Mac 2011,
® installation Service Pack 3, and related software. Osly one set of license terms i
mlbimmbm,ms-wmmum You can
® Summary View the License Terms at any time by searching for Software License
Agreement in Meip.
Section 1: }f you hoense Micesoft Office for Mac 2011, Service Pack 3 b, the
Section 1, Leoe Terms apoly
Section 2: If you loerse Moosoft Office for Mac Home anc Business 2011, Servee
Pack 3, e Section 2 License Terms ao0fy
Section 3: If you loerse Mool Offce for Mac Home andt Student 2011, Sevice
Peck ), the Section J License Terms apory
helona i you a—ancmo«abmhmmwmml
A message stating that you must agree to To continue installing the software you must agree to the terms
. of the software license agr
the terms of the software license , : o :
. . Click Agree to continue or click Disagree to cancel the installation
agreement will appear. Click Agree. and quit the Installer.
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Click Install.

Standard Install on “Macintosh HD"

Introduction
License This will take 1.61 CB of space on your computer
Destination Select Click Install to perform a standard installation of

this software on th "Macinto 0"
# Installation Type his software on the disk "Macintosh HO

Change install Location

Customize

Now the Welcome to Office: Mac message _
will display. Click Sign in to an existing welcome to Office:mac
Office 365 subscription. e would you ke 10 get srar

p Enter your perchased prodect key

- $ign i to an existing Office 365 subscription

@ Try Office 365, Inchuding Office for Mac

Use Office 10 view yomr Bles for free =

g 1% 15 Offue

Type your Maricopa email address (i.e.

MEID@maricopa.edu) in the field and Ay vt v Mo a0 i
H h OfMc: he rosoft 4
CIICk Next. e wit * OF o ;‘:::(L services, enter It
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Enter your password and click Sign In.

The Settings options will display. Choose
the option that you would like and
click Continue.

Answer questions regarding Mac updates
and the Customer Experience Improvement
Program. It is recommended that you select
Yes to have updates download periodically.
Click Continue.
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Sign In to activate Office for Mac on your computer.

User 1D

MEID@maricopa.edu

Password

You can use existing settings or Create new settings to personalize your copy of
Office for Mac. Settings contain sets of information, such as clips you have saved and
the same or laitials in comments.

© Use existing setings

@ Create new settings

Help lmprove Microsalt Office

Keep Office for Mac up to date?

The latest Office for Mac updates w

@ Yes
oN

Join the Customer Experience Improvement Program?

ation about how you use Office f

View Privacy Statement ©

12




The Congratulations window will appear.
Click Done.

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