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1. PURPOSE

This document is to provide step by step instructions for faculty, staff and students to
login to Office 365 and download the Office Ready to Run application to install the
Office product on their personal PC.

2. SCOPE

This is for everyone that will use Office 365 to download and install the full Office
application on a device that is not owned by Wayne Community College.

Please note that once you have separated with the institution that
installation of office on your laptop or PC will no longer be valid.

3. DEFINITIONS

AD — Active Directory: a centralized user database that IT staff manages that contains
user account information that will allow end users to log in on the laptops and PC's on
campus.

Click to Run — The install method where the installer will run and download the
application to install in the background so that the end user can continue to work.

Office 365 — Microsoft's hosted solution for online Office applications such as Word,
Excel, and PowerPoint. This is product available to all faculty, staff, and students.

4. INSTRUCTIONS
41 What NOT to do!

PLEASE DO NOT INSTALL THIS OFFICE APPLICATION ON ANY LAPTOP
OR PC THAT WAYNE COMMUNITY COLLEGE IT STAFF MAINTAIN.

The IT department uses an alternate method of licensing the Office

application that is installed on all of the laptops and computers that are
on campus.

What is being discussed here is to allow you to install Office 2013 on
your personal computer or laptop that you own.

Please Note: If you try to install the Click to Run version on a computer that has
Office already installed, you may be prompted with the following error (Fig. 1).

Page 2 of 6



P.O. Box 8002 + Goldsboro, NC 27533-8002
Tel: 919-735-5151 « Fax: 919-736-9425

WAYNE pr—

COMMUNITY COLLEGE
- X
] Office
We found a problem!
We're sarry, Office Click-to-Run installer encountered a problem
because you have these Windows Installer based Office programs
installed on your computer;
Microsoft Office Professional Plus 2013
Click-to-Run and Windows Installer editions of Office programs
don't get along for this version, so you can only have one type
installed at a time. Please try installing the Windows Installer
edition of Office instead, or uninstall your other Windows Installer
based Office programs and try this installation again.
Go online for additional help.
(Fig. 1)

4.2 Logging in to Office 365 Portal

Start by opening any browser and going to the following URL, you will be presented
with the following screen (Fig. 2):

https://login.microsoftonline.com

[ sign in to Office 365 x

| € - C | @ Micosoft Corporation [Us] | https://login.microsoftonline.com/login.srf?wa=wsignin 1.0&rpsnv=4&ct=14404440698 7.

D4
m

] Office 365

Sign in with your work or school account

Connect Jialy Email or phone

Password

7 Keep me signed in

Can't access your account?

Don't have an account assigned by your work or school?
Sign in with a Microsoft account

2\ Your work or school account can be used anywhere you see this symbol.
P & 2015 Wicrosoft Terms of use. Privacy & Cookies
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If you are a student:

You will type in your full e-mail address and password that you would use to login
into Gmail.

For example:

Username: loginID@student.waynecc.edu
Password: your password to grant you access to GMail, WebAdvisor, and Moodle

If you are a faculty or staff member:

Because we use vanity names for our e-mail addresses, the login instructions
displayed on the page are misleading. You will need to use your login ID for
Moodle, AD, and WebAdyvisor along with your e-mail domain address.

For example:

Username: loginID@waynecc.edu
Password: your password that you would use to access WebAdvisor, Moodle and
AD.

Your e-mail address may be jdsmith@waynecc.edu and your login ID for AD,
WebAdvisor and Moodle may be jdsmith0123. Remember to use the
LoginID that you use for the other services.

Once you have signed in successfully you will be presented with a screen such as
the following (Fig. 3).

- -
] Office 365

e C' @ https://portal.office.com/Home &l =

Office 365 Home

Today is a day Install Office on your PC
for fresh 0 0: @2 4

]
k

perspectives.

——————

Applies to Intern:
Install now

Troubleshoot installation

OneNote for teachers

Collaborate with Office Online

.
Ela|l® |B|dy| Q| Q8
Newsfeed OneDrive Sites. Delve Video ‘Word Online Excel Online

(Fig. 3)
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4.3 Downloading the Office Installer

Now that you have successfully logged into the Office 365 portal, you have the
capability of installing Office from the main page. Please make note of the
“Install Now” button located near the right of the page.

Also, note that if you do not want Bing to be your default search engine and
MSN to become your browser’s default homepage, make sure to uncheck the 2
boxes above the “Install Now” button before you click on the button (Fig. 4).

Mt | [ o | 6 [
- -
1] Office 365

€« C' | @ https://portal.office.com/Home

Office 365 Home

Today is a day Install Office on your

for fresh 2
perspectives. M§ ﬂﬁ n ﬂ u

Got gnin 3 toins ?-
Troubl

leshoot installation

Collaborate with Office Online

r -
Newsfeed OneDrive Sites Delve Video Word Online Excel Online

[
Online

Onel

z

ote Online [l Sway

(Fig. 4)

Once you have clicked the “Install Now” button, a small executable file will be
downloaded to your PC. You can either browse to the executable’s location and
double click it or select to open the file directly from the browser.

Please note that this example is using the Chrome. The executable has been
downloaded and ready to run (Fig. 5).
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Office 365 Home

Discover
something new

OneNote for teachers

portal.office.com/Home#

Www.waynecc.edu

Install Office on your PC

B o @m

PowerPoint Outlook

Got a Mac? Sign in to Office 365 on your Mac to install.

Smartphone or tablet? Get Offic
Learn how to set up email and O

r devices

Language: English Change

Troubleshoot installation

1 SetupX86.en-US_O3..exe |~

C—

¥ Show all downloads.. X

(Fig. 5)

Run the executable and follow the prompts to install the Office product on your

laptop or PC.

Due to the limited resources of the IT staff, we cannot support any additional
assistance on personally owned devices. We apologize for the inconvenience.
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