
How to Install Office 365 Pro Plus on Windows       
       

PC System Requirements:      

• Windows 7 or higher (Windows 8, Windows 8.1)      

• At least 1GB of RAM      

• At least 3GB free space on Hard Drive      

• More details here: Office for Windows System Requirements      

       

INSTALLATION GUIDE:       

1. For students - go to http://office.com/GetOffice365, choose Students, then click Find out if you’re eligible, sign up using 

your Mapua email account (e.g. juandelacruz@mapua.edu.ph). Once signed in, Office 365 account and Office 365 Pro Plus 

license will automatically be created and assigned to you.       

For Faculty/Staff - go to http://office.com/Teachers, choose Teachers, then click Find out if you're eligible, sign up using 

your Mapua email account (e.g. juandelacruz@mapua.edu.ph). Once signed in, Office 365 account and Office 365 Pro Plus 

license will automatically be created and assigned to you.        

  

2. Check your email (e.g. access your email juandelacruz@mapua.edu.ph).   

  

3. Click the link and finish signing up. You should now be redirected to the Office 365 Portal, sign in using your Mapua email 

address and password.      
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4. Select gear icon found at the upper right corner of the screen beside your name      

5. Select Office 365 settings     

6. Select Software, then Office.  You should now see a screen with Office icons (Word, Excel, PowerPoint, and Outlook) shown 

below. Click Install      

   
      

Note: If your PC is running in 32-bit select 32-bit (version) otherwise select 64-bit if it's running in 64-bit.      

7. A popup box will appear at the bottom of the screen, select Run.      

  

  
8. Follow the prompts and accept the license agreement.   

9. The Office logo now appears.  It may take several seconds to load the information for the next step.  When it's done, a 

Welcome to your new Office screen will appear.  Select Next   

10. During the following steps, you will see a popup window at the bottom right of the screen that says Office is installing in the 

background along with a number indicating the percentage complete.  Do not turn off your machine or disconnect it from 

the Internet until office has completed installation.      

   

      
  

  

  

  

  

  



11. You will be prompted to select either Use recommended settings or No thanks. When you are ready to agree to the 

Microsoft license, select Accept to continue the installation.      

   

12. A short video from Microsoft will play.  Select Next. As you install Office, information about saving to OneDrive may display  

13. Select Sign in at the next screen. Enter your Mapua email account (e.g. juandelacruz@mapua.edu.ph)  

14. Then select Organizational Account     

   
15. Enter your password when prompted.    

16. A screen will appear that says welcome to OneDrive.  Select Next      

17. You can now select what theme you want to apply to the installation of office.  The theme affects what design is displayed in 

the office header area.      

    
 
 
 



 
18. A screen will appear that says We're getting things ready. Select No, thanks to skip the slides. When the You're Good to Go 

screen appears, Select All done to exit the installation.      

   

  
You can now use your Office!        
      


