Hours:

Menday - Friday 7:30 am - 5:00 pm*
Saturday 9:00 am - 5:00 pm
*Limited Phone Support Until 12:00 Midnight

...a division of Media & Academic Computing Phone: (330)941-1595 E-Mail: techdesk@ysu.edu
http://techdesk.ysu.edu

Getting Started with Microsoft Office Professional Plus

About the Service

Microsoft Office Professional Plus software is ready for download to your personal device by using
that device to log into the YSU Office365 portal. Available products to download include Word,
Excel, PowerPoint, Outlook and OneNote among others (the online versions of these products have

also been activated in tab area in your Outlook email on Office365 online shown below).

) A https://outlook.office.com/owa/?realm=student.ysu.edu&exch=1

# Office 365 Outlook

aa

Mail Calendar
a | &L
OneDrive Planner '
83!
Excel PowerPoint OneNote
CE]

View all my apps

This is a product that is available at no cost for computers and mobile devices owned by eligible
YSU students, faculty and staff. Based upon the Youngstown State University funded agreement
with Microsoft, currently enrolled students, and faculty/staff with current appointments, are entitled
to download and install Professional Plus on up to 5 personal devices. It is important to note that this
software is NOT for installation on YSU owned devices. Also, upon conclusion of individual active

enrollment and/or employment the software will no longer be accessible.
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Before download and installation, consider the following:

1. The OneDrive resource is not to be used with any production data especially information
protected by any regulation including but limited to FERPA, PCI, HIPAA, etc.

2. The OneDrive resource is not included in the enterprise backup. Once a file is deleted the
ability to retrieve it will be lost.

3. The OneDrive resource is now the supported and recommended resource for online file
storage and collaboration.

4. A proper device backup is recommended prior to major device configuration changes.

5. To use the installed Microsoft software, YSU students, faculty and staff will be required to
authenticate using their YSU directory account/password (same as your YSU email

Downloading and installing the Microsoft Office Professional Plus

To begin the download and installation for Windows computer:
1. Please use the same steps 1-6 as is listed and explained below in the Mac instructions.

2. Pop up window will show up to save file. Click “Save File.”

Just a few more steps...

Opening Setup.X86.en-us_ORE5ProPlusRetail 03bed390-b510-46b2-8957... [ 52 |
Save File You have chosen to open:
5] ...103bed390-b510-46b2-89%7-52216€149408 TX_PR b_64_exe
A 4 which is: Binary File (3.4 MB)
from: https://c2rsetup.officeapps.live

] Office

=9 | Would you like to save this file?

@ Click Run @ Say "yes" © Stay online

If asked, click Save File, then run the Click Yes to start installing. Downloading all of Office might take a
file. while.
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3. After “Save File” is clicked, then the file will show up that it is being saved shown below
in screenshot. Click on the file that is shown below indicated by arrow.

‘ps://portal.office.com/OLS/MySoftware.aspx \ ¢ || Q search wl B \I’ A €

[E‘ Setup.X86.en-us_0365ProP...e149408_TX_PR_b_64_exe
3.4 MB — office.com — 8:56 AM

Show All Downloads

Just a few more steps...

Save File -

] Office

@ Click Run @ Say "yes" © Stay online

If asked, click Save File, then run the Click Yes to start installing. Downloading all of Office might take a
file. while.

Need help installing?

4. Window will pop up asking to Run the installation. Click “Run.”

[¥] Always ask before opening this file J g Oﬁlce

~ While files from the Intemet can be useful, this file type can
potentially ham your computer. Only run software from publishers
youtrust. What's the risk?

@ Click Run ® Say "yes" © Stay online
If asked, click Save File, then run the Click Yes to start installing. Downloading all of Office might take a
file. while.

Need help installing?
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5. Type in credentials for installation to Run and click “Yes.” After that is done,
downloading and installing process will start.

%) User Account Control

Do you want to allow the following program to make
changes to this computer?

G Program name:  Microsoft Office
Verified publisher: Microsoft Corporation
File origin: Downloaded from the Internet

To continue, type an administrator password, and then click Yes.

B N\
[ | User name \L |
" IPasswcrd \ ‘
Domain: YSU \
l

() Show details

To begin the download and installation for Mac computer:
1. Log into your YSU Office365 portal.

2. Click on the gear icon (settings) typically located at the top right of the Office365 portal page.
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3. A menu will drop down with a “My App Settings” category. Click “Office 365” under My
App Settings. That will display the “Settings” page with the choice to “Install Software” after
you sign in again.

My app settings
Office 365

Mail

Calendar

People

4. Click “Install Software” to access the software installation page and begin the Install process.

Settings

© Looking for Security & Privacy settings? They've moved up a bit. Show me

Theme
Choose your favorite theme. Default theme
Start page
Change where you land when you sign in. Set your start page
Notifications
Decide which notifications you need. on
Software
Install software.
5. Click “Install” after you click the drop down arrow.
€ ) © @ | https://portal.office.com/OLS/MySoftware.aspx €@  Q search wBa ¥ A ©
o 'l l ; P10 0%, e - ]
Office 365 797 %, % AR ‘;& d PO
/ d o 2004 _Q I
Software
Office Office

Tools & add-ins

Install Office 2016 for Mac (Recommended)

Skype for Business
This wil install the following apps on your computer: Word, Excel, PowerPoint, Outlook and OneNote.

S

Word Excel PowerPoint Outlook  OneNote

Phone & tablet

Ca
o]

Review system requirements
| Install

a Install Office for Mac 201

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 10.10 or later. Both versions install the following
applications on your computer: Word, Excel, PowerPoint, Outlook

Language:

English (United States) E

Review system requirements
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6. These steps will be shown autimatically for the download and install.

https://portal.offict

7. Software

m/OL asp)

@ Download @ Install

Office 2016 will now start downloading. Open the Office .pkg file in your
Downloads folder and follow the steps
toinstall Office.

is installing.

Microsoft_Office_2016_15.23.0_160611_Installer.pkg

v -

7 minutes remaining — 251 MB of 1.5 GB

MicrosoftOffice2011.dmg
Canceled — edgesuite.net — 8:41 AM

Show All Downloads

@ | Q search w B = A 9

To activate Office, sign in with the
account you use for Office 365:
msyed@studentysu.edu

{3 Feedback

‘Verifying “Microsoft_Office_2016_15.23.0_.160611_Installer.pkg"..

{
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8. Go to Downloads folder and click on the installer.

G} H m =y [8 Downloads < | )| © J| Qsearch
Date Modified v Size Kind

Favorites

¢ iCloud Drive Microsoft_Office_2016_15.23.0_160611_Installer.pkg Today, 8:51 AM 1.58 GB Installer package

[ Desktop
2} macuser
#; Applicatio...
n Music
|3 Documents
© Downloads
EI Movies
Devices
Tags
@ Red
® Orange
@ Yellow
® Green

SiCancelll e Onenies

9. Go through the steps to install the software.

[ X Ne) ‘& Install Microsoft Office 2016 for Mac a

Welcome to the Microsoft Office 2016 for Mac Installer

You will be guided through the steps necessary to install this

@ Introduction software.

License
Destination Select
Installation Type
Installation

Summary

Go Back Continue
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10. Agree to terms and conditions.

[ X ) ‘@ Install Microsoft Office 2016 for Mac a

Software License Agreement

English B

MICROSOFT SOFTWARE LICENSE TERMS

© Introduction

© License OFFICE 2016 DESKTOP Last updated July 2015
bestination Select IF YOU LIVE IN (OR IF YOUR PRINCIPAL PLACE OF BUSINESS IS
estination selec IN) THE UNITED STATES, PLEASE READ THE BINDING

ARBITRATION CLAUSE AND CLASS ACTION WAIVER IN SECTION

Installati
nstallation Type 9. IT AFFECTS HOW DISPUTES ARE RESOLVED.

Installation Thank you for choosing Microsoft!
Depending on how you obtained the Office software, this is a license
Summary agreement between (i) you and the device manufacturer or software

installer that distributes the software with your device; or (i) you and
Microsoft Corporation (or, based on where you live or if a business
where your principal place of business is located, one of its affiliates) if
you acquired the software from a retailer. Microsoft is the device
manufacturer for devices produced by Microsoft or one of its affiliates,
and Microsoft is the retailer if you acquired the software directly from
Microsoft.

This agreement describes your rights and the conditions upon which
you may use the Office software. You should review the entire
agreement, including any printed paper license terms that accompany
the software and any linked terms, because all of the terms are
imoortant and tocether create this aareement that apolies to vou. You

Print... Save... Go Back Continue

[ ] e Install Microsoft Office 2016 for Mac a

To continue installing the software you m
the software license agreement.

agree to the terms of

o Iny Click Agree to continue or click Disagree to cancel thi,installation and
o Lic quit the Installer.
Del
Ing f .
Read License Disagree Agree
Ins |
st, ica S Opera S
Summary ed warranty. To make a claim under the limited

warranty, you must contact either Microsoft Ireland Operations Limited,
Customer Care Centre, Atrium Building Block B, Carmanhall Road,
Sandyford Industrial Estate, Dublin 18, Ireland, or the Microsoft affiliate
serving your country (see microsoft.com/worldwide).

3. Australia. If you acquired the software in Australia, contact
Microsoft to make a claim at 13 20 58; or Microsoft Pty Ltd, 1 Epping
Road, North Ryde NSW 2113 Australia.

4. Other countries. If you acquired the software in another country,
contact the Microsoft affiliate serving your country (see microsoft.com/
worldwide).

Print... Save... Go Back Continue
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11. Make sure all Microsoft applications are closed. Then click install.

@ Install Microsoft Office 2016 for Mac [}
Standard Install on “Macintosh HD"

o Introduction This will take 7.51 GB of space on your computer.

o License Click Install to perform a standard installation of this software
for all users of this computer. All users of this computer will be

© Destination Select able to use this software.

© Installation Type
Installation

Summary

Customize

12. During the installation process, you will be prompted to type in your credentials to
download software. Then click “Install Software.”

7~ Installer is trying to install new software. Type
. your password to allow this.

Username: FoxTRot1

Password: | |

Cancel Install Software
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13. Wait until installation is successful and installed. You will get the following screen once
the installation is complete.

[ X } ‘& Install Microsoft Office 2016 for Mac a

The installation was completed successfully.

@ Introduction

© License

© Destination Select
© Installation Type

© Installation The installation was successful.

© Summary The software was installed.

YSU Tech Desk - Contact the IT Service Desk at 330-941-1595 or email at

techdesk@ysu.edu for general information and assistance.
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