How to install Microsoft Office on your home computer — Windows and Mac

I. Visit https://lwww.microsoft.com/en-us/microsoft-365/download-office

2. From the website, select the option of downloading the version of Office that you
require for your computers operating system (Windows or macOS).

Note: If your computer is unable to install the latest version of Office, you can
download previous versions (2013, 2016 and 2019), although these may no longer be

supported with new features and security updates.

3. Download and run the Setup installer. During the download process, follow any on
screen instructions to begin installing the applications.

4. Once the installation has completed, click on one of the recently installed applications
(such as Microsoft Word).

5. You will be prompted to sign in to Office to activate the product so that you can use
the full set of features that the program offers. Where prompted, click the option to
Sign in.

6. Enter your school email address, then click Next.

7. Enter your school email address password. Click Next to proceed.

8. IMPORTANT - DO NOT IGNORE

You will be presented with the screen as seen below.
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Sign in to all apps and websites on this device?
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Choosing Yes will:

« Allow us to use your work or school account to sign you in to apps and
websites you use on this device.

+ Register this device with your organization, so they can view device
information like the device's name.

Consider choosing No, this app only if you share this device with others.

Learn more about single sign-on

No, this app only Yes

This is where you are asked if you wish to have your device managed by the organisation
(Fred Longworth High School).
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Click on the button No, this app only.

Doing this will ensure that your computer will not be managed by our school
systems and will not cause any issues with the continued use of your personal
computer.

9. Office will then sign your school account in and will activate the rest of the applications
(Excel, PowerPoint, etc). You are now able to use Office on your computer.

As Office has been activated with your school email account, you will notice that all your
Office documents that you have worked on in school are available to access through
OneDrive via your Office applications. Providing that you save your work to OneDrive,
work can be accessed on your computer at home and at school.
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