Office 365 - Personal/Home Use

The following instructions outline the steps to install Office products for personal/home use. This s a
FREE program while you are a current student or staff member at Loyalist College. Applications include
Word, Excel, PowerPoint, OneNote and Teams.

1. Loginto the myLoyalist portal (myloyalist.com).

2. Choose “Mail” from the myApps section:
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3. Click on the Outlook app launcher icon:
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4. Click on “Office 365” to display your Office 365 options:

Office 365 —

5. Choose “Install Office Apps”:
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Outlook OneDrive Word Excel PowerPoint OneNote SharePoint Teams s Sway Forms
Notebook

6. Choose “Office 365 apps”:

Install Office -~

Office 365 apps

Includes Qutlook, Onelrive for Business,
Word, Excel, PowerPoint, and more,

Other install options

—»  Install a different language, the 64-bit version,
or other apps available with your subscription.
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7. Select “Run” and follow the instructions to complete the installation:
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Publisher: Microsoft Corporation

Type: Application
g Setup... v From: C:\Users\jwest\Downloads\Setup.X86.en-us_O3...

Always ask before opening this file

"’\ While files from the Intemet can be useful, this file type can
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= youtrust. What's the risk?
© Click Run ® Say "yes" © Stay online
Click the Setup file at the bottom of the Click Yes to start installing. After installation, start Office and sign in

or Office 365:

screen E
JWest@loyalistcollege.com.

Close Need help installing?

For MAC users:

Once the download is complete, open the Finder, go to Downloads, and double-click
Microsoft_Office_BusinessPro_installer.pkg (name may vary slightly).

o0 e o Downloads
=] = [uli=N-- I Q s
Favorites Name ~  Size Kind
Recents @ Microsoft_Office_16.25.19051201_BusinessPro_Installer.pkg 1.83GB Installe...ackage
[ Desktop

M Documents

# Applications
® Airbrop

Locations
& iCloud Drive

@ Remote Disc
@ Network

Tags
' Orange

Yellow

Continue through the installation instructions.

NOTE: if prompted for Username and Password, this is your MAC login password, not your Loyalist
credentials.



