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Introduction

As part of each student’s enrollment, desktop and applications of Microsoft Office Suite are included as an
additional free resource. This guide provides instructions for students to install applications of the Microsoft Suite
on their PC, Mac or mobile device.

Prior to reading through guide, please click the link below to verify your device meets the minimum system
requirements and select “Office 365 for business, education and government”: https://products.office.com/en-
us/office-system-requirements.

NOTE: If you have Microsoft Office already installed on your computer, it is not necessary to download the
Office 365 desktop application suite. Please continue to use the Microsoft Office program already installed to
mitigate any software compatibility issues.
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Locating your Office 365 Student Email Address and Password

Once logged into the Online School (OLS) with your student account, click on “My Account” from the top

left of your screen and a popup dialog will appear. Your student school email is listed. For Office 365,
your username is your full student school email address listed on this dialogue box. Your Office 365

password is the same password as the OLS.

You have 6
- unread messages

You have no
announcements

=D Progress v

CLASS CONNECT SESSIONS

There are no Class Connect Sessions for today.

LESSON SHORTCUTS

e Math Plus Purple DC

@ Math+ Purple Common Core Ap)
History 3

@ Social Studies - Grade 3

o Language Skills 3: Analogies
@ Language skills 3: Composition
@ Language skills 3: Gum

O Language Skills 3: Handwriting
O Language Skills 3: Test Readineq
o Language Skills 3: Vocabulary

o Literature 3: Independent Read|

@ Literature 3
@ spelling 3

= Courses ¥

| My Account (1395775) lNewLng\n | Log Out

Messages v Community ¥

Help v

Quick Links

Gradebook

Class Connect Sessions

Contact My Teachers

0 Science 3

My Account x

Personal Information

Al fields required are marked with an asterisk ™

* User Name: |aadamek

’Passwurd:l ........

Minimum 8 characters)

" Confirm Password: [vv.s....

Susgest

School Email: alphonsoa5775@k12schooldemot.org

Email: |aadamek@k12 com ‘

* Home Phone: |3Umgwgm ‘

Preferred Name: | ‘

Cancel

Contact Information

Mailing Address:

1001 Corporate Park Drive
Herndon, Virginia 20176
UNITED STATES

Shipping Address:

1001 Corporate Park Drive
Herndon, Virginia 20176
UNITED STATES

To update your address:

» Virtual Academies and International Academies
Contact your teacher or school administrator.

» Virtual Schoal Programs
Contact your school administrator.

+ Independent Study

Contact K12 independent Study Sales by calling (866) 512-

6463.

X

Navigating to the Office 365 Installation Menu
1. Loginto the OLS with your student account at: https://login-learn.k12.com/

k!z

Username

Password

Login To Your Online school
0 ur k

Have a registration ID?

ation 1D to

Set Up Your Account
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From the Messages drop down menu, select Inbox

3.

Office 365

Search Mail and People

~ Folders

More

i}) Progress ¥ — Courses ¥

CLASS CONNECT SESSIONS

There are no Class Connect Sessions for today.

My Account (1395823) | New Login | Log Out

| Messages ¥ U Community ¥ 7?) Help v

Create New Message

Quick Links

Contact My Teachers % Gradebook

+# Class Connect Sessions

K-Mail History
+# Contact My Teachers

% Materials I'll Need

Outlook

) New | v

Inbox

Today

The next screen will be the Download Screen, which will automatically detect if you are on a PC or Mac
and provide you download options for your computer:

Office 365 Home

Today is a day
for fresh
perspectives.

Save your files online for

Install Office 2011 on your Mac

o = 9

S apps on your device

Collaborate with Office Online

QLA

Today is a day
for fresh
perspectives.

Install Office 2016 on your PC

0 07 @ B« @

th Office Online

Coll

Mac Download Screen
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PC: Identifying if your machine is 32- or 64-bit

Prior to installing a copy of Office for your personal computer, it is important what type of software your
machine is optimized to run. Follow the instructions below to identify if your machine is 32- or 64-bit
optimized. NOTE: 64-bit machines can run either 32-bit or 64-bit software, however, 32-bit machines
may only run 32-bit software.

Windows 7/Windows 8 Windows 10
1. Click on the Start button 1. Right click the Start button
2. Right click on Computer 2. Click on Settings from the Start Menu
3. Click on Properties 3. Click on System from the Settings Menu
4.  Under System, you can view the system type 4. Click on About to view the system
specifications

OU ‘: » Control Panel » System and Security » System - | 4 ‘ ‘ Search Control Pane
Control Panel Home . = =xo = .

View basic information about your computer

) Device Manager Windows edition

% Remote settings Windows 7 Professional

) System protection Copyright © 2009 Microsoft Corperation. All rights reserved.

®) Advanced system settings Service Pack 1

System
Rating: System rating is not available
Processor: AMD E1-1200 APU with Radecn(tm) HD Graphics 1.40 GHz
Lociollool el GRS GE oL

System type: 32-bit Operating System I

. Pen and Touch: No Pen or Touch Input is available for this Display
Action Center Computer name, domain, and workgroup settings
Windows Update Computer name: K12-5CB2460T7N # Change settings
Performance Information and Full computer name: K12-5CB2460T7N

Tools Computer description:

Windows 7

3 system
4 E3 > Control Panel > System and Security » System
Control Panel Home » s .
View basic information about your computer

© Device Manager Windows edition
© Remote settings Windows 10 Education

® S protection 2015 NitiosinE Carpoation: Al s esefd == W| N d OWS ']O

& Advanced system settings
System
Processor: Intel(R) Celeron(R) CPU N3050 @ 1.60GHz 1.60 GHz Support Information

System type: 64-bit Operating System, x64-based processor
Pen and Touch: No Pen or Touch InpuUt 15 available for this Display

Computer name, domain, and workgroup settings
Computer name: K12-SCD5460HRF ©Change settings
Full computer name: K12-5CDS460HRF
Computer description:
Workgroup: WORKGROUP

Windows activation

Windows is activated Read the Microsoft Software License Terms

. Product ID: 00328-20091-34632-AA434 @ Change product key
Windows 10

Security and Maintenance

klz.
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PC: Downloading and Installing 32-bit Microsoft Office Desktop Suite

From the Download Screen, deselect the two check boxes: “Make Bing your search engine” and “Make MSN my
browser homepage. Next, select “Install Now” to quickly download a 32-bit desktop application of Word, Excel,

PowerPoint, Outlook, OneNote:

Office 365 Home

@ Make Bing your search engine

Today is a day Install Office 2016 0N YOUr PC & v st your orowser nomepace

Applies to Internet Explorer, Firefox, Chrome, and Safari

for fres 03 @ @ G O

perspectives.

T

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

How do | get Office 20137
X Smartphone or tablet? Get Office on your devices
Save your files online for Learn how to set up email and Office 365 apps on your device

easy access
Sl e s Collaborate with Office Online

with 1 TB of free onli

Use OneDrive for free
i = | ¥
ﬂ -
Mail Calendar People Tasks

Once downloaded, go to your local downloads folder and double click on the “double-
clickMicrosoft_Office_2016_Installer.pkg” file to initialize the setup process.

PC: Downloading and Installing 64-bit Microsoft Office Desktop Suite

From the download menu screen, select “Other Installs” located under the Install Now button:

Office 365 Home

@ Make Bing your search engine

Today is a day Install Office 2016 0N YOUr PC & v vsn your srowser nomepace

Applies to Internet Explorer, Firefox, Chrome, and Safar

for fresh n
: a @2
pers pectwes_ Outlook "

Got a Mac? Sign in to Office 365 on your Mac to install. Other installs
How do | get Office 20137
Smartphone or tablet? Get Office on your devices

Save your files online for Learn how to set up email and Office 365 apps on your device

easy access
Get schoolwork done across your devices CO| Ia borate V\/ith Oﬁ:ice Oﬂ“ﬂe

with 1 TB of free online storage.

Use OneDrive for free
% 2 | &
ﬂ -
Mail Calendar People Tasks

For Internal Use Only




On the next screen use the Version dropdown to select a PC download of either 32-bit or 64-bit:

Office 365
G}

Software
Office
Tools & add-ins

Phone & tablet

Note: Your admin has enabled Firs to the latest Office features, If you have feedback or problems, please contact your admin.

T G D O a

Word Excel PowerPoint  OneNote Access Publisher ~ Outlook  Skype for OneDrive

Business for Business

Language: Version: Which version is right for me?

English {United States) vl [esbit v

Don't see the language you want? Install one of the languages in the list above and then install a ry pack. Additional languages and language access

[ nstan

Once downloaded, go to your local downloads folder and double click on the “double-
clickMicrosoft_Office_2016_lInstaller.pkg” file to initialize the setup process.
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Mac: Locating your Operating System

The Office 365 downloadable software will only be available for all Mac computers up through September, 2016.
After September, 2016, users with Mac 10.10 Operating System and above will be the only users able to download
and install the Microsoft Office student suite.

To locate your Mac’s Operating System:
1. Click the Apple icon in the top right corner of your Mac’s computer screen
2. Select “About This Mac” from the dropdown menu

® 00 About This Mac
| Overview | Displays Storage Memory Support Service

MacBook

13-inch, Late 2009

Processor 2.26 GHz Intel Core 2 Duo
Memory 2 GB 1067 MHz DDR3

Graphics NVIDIA GeForce 9400M 256 MB
Serial Number 4503308SFYT

Software OS X 10.9.2 (13C64)

| gystem Report_f\ | Software Updiate.“ |

Mac 10.10 Operating System and above: Installing Microsoft Office Suite
From the Download Screen, select “Install Now” to quickly download Mac applications of Word, Excel, PowerPoint,
Outlook, OneNote:

Office 365 Home

Today is a day Install Office 2011 on your Mac

il |
perspectives. w ax MPPQ J M

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

How do | get the new 2016 apps?
i Smartphone or tablet? Get Office on your devices
Save your files online for Leam how to set up email and Office 365 apps on your device

€asy access
thschoolworkdonga:rossyourdevices COHabOFate W]th O]Cﬁce On |ne

with 1 TB of free online storage.

Use OneDrive for free
.

Once downloaded, go to your local downloads folder and double click on the “double-
clickMicrosoft_Office_2016_Installer.pkg” file to initialize the setup process.

For Internal Use Only




Mac 10.09 Operating System and below: Installing Microsoft Office 2011

If you are running an Operating Machine 10.09 or below for your Mac computer: Microsoft will only support
Microsoft Office 2011 downloads until September 22", 2016 from the student account.

To download the Microsoft Office 2011 software, from the download menu screen, select “Other Installs” located
under the Install Now button:

Office 365 Home

Today is a day Install Office 2011 on your Mac

for freSh . w x P ‘.J Install now
perspectives. SRl ol

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

How do | get the new 2016 apps?
Smartphone or tablet? Get Office on your devices

Save yOur ﬁlES on “ﬂe fOF Learn how to set up email and Office 365 apps on your device
easy access

Get schoolwork done across your devices CO||abOI’ate W\th Ofﬁce On\iﬂe

with 1 TB of free online storage.

Use OneDrive for free
- 0= | M
o] [
Mail ‘Calendar People Tasks

On the next screen, review the notice that the software for Mac Office 2011 will be available until September 22",
2016 and click “Install”:

i Office 365

G]

Software

Office Office
Tools & add-ins
a Install Office for Mac 2011

Phone & tablet
Office for Mac 2011 is available until September 22, 2016. For the best experience, we recommend installing Office 2016 for Mac, after upgrading to OS X 1010 or later (See

below). Both versions install the following applications on your computer: Ward, Excel, PowerPoint, Outlook

Language:

[English (United States) -]

ements
Install

Get Office 2016 for Mac

To install Office 2016 for Mac, you must be running OS X 10.10 or later. Upgrade your operating system and return here to install.

Upgrade your 05 on the Mac App Store

Once completed, go to your downloads folder and to initialize installation, double-click on the file:
MicrosoftOffice2011.dmg.
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Mobile Devices: Installing Microsoft Office Applications
From the download menu screen select “Other Installs”:

== Office 365 Home

A @ Make Bing your search engine
Install Office 2013 on your PC @ Make MSN your er \*Jor“epage

o Internet Explorer, Firefox, Chrome, and Safar

0 03 @ B O

Excel PowerPoint Qutlook

Got a Mac? Sign in to Office 365 on your Mac to install, Other installs
tallation

How do | get the new 2016 apps?

Hello, Hayley.

Smartphone or tablet? Get Office on your devices
Save your files online for Learn how to set up email and Office 365 apps on your device

easy access
e e Collaborate with Office Online

with 1 TB of free online storage.

Use OneDrive for free
= | M
[ )
Calendar People Tasks

From the Software screen, select “Phone and Tablet” from the left navigation bar. Select your mobile device brand
to receive further instructions on installing the Office Suite on the mobile device.

Office 365

@

Software

Office Choose your phone or tablet
Tools & add-ins

Phone & tabl Fnone ablet
Windows Phone Windows tablet

Windows 10 Mobile iPad

IPhone Android tablet
Android phone

BlackBerry®

Nokia (Symbian OS)

Other

If you are using a Windows Phone or Windows 10 Mobile phone, the Office 365 are already installed. All
other devices selected will redirect to a landing page where the download link can be sent via email or
SMS Text to your mobile device.

kl?_
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Activation of your Office 365 Account

Initially, upon opening the application on a mobile device or on your computer, you may be prompted for your
Office 365 credentials to activate the software. To locate your Office 365 credentials, reference the section in this
document: “Locating your Office 365 Student Email Address and Password”.

Deactivation of your Office 365 Account

Your Office 365 student account will remain active as long as you are a virtual student enrolled at K12. Once you
(the student) withdrawals from your school, your Microsoft Office 365 will also be deactivated. Functionality of the
desktop or mobile applications will no longer work.

kl?_
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