How to get Office 365 through your Student Email

Locating and installing Microsoft Office 365 ProPlus is a quick and simple process. To begin the
installation, log into your office 365 account, either by clicking the Student Email link in the Student
section of the district webpage or by logging in directly at portal.microsoftonline.com.
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Information and Resources for Students

Dear Students:

Please use the links to the left to find important information. Please note that the Classworks
link has been moved to the left side.

Thank you,
Denton ISD staff

1. Once inside of your email, click the sprocket in the upper right-hand corner and choose Office

365 settings.
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2. This will take you to your main settings page. Next, click on software from the navigation menu
on the left-hand side.

] Office 365 Outlook Calendar People = - I

Office 365 settings

First name:
me

Last name:
So‘ft'\.h.’.'a re Mobile phone number:
Install and manage software. Phone:

Address:
password

City:

Change your password.

State or province:

get started ZIP or postal code:

View the get started experience.
Country or region:

us

3. Clicking the software link will take you to the page below, where you can access your Office
365 ProPlus software.

1] Office 365 Outlock Calendar People --- - & ?

software
Office Office
desktop setup
Install the latest version of Office

phone & tablet
This will install the latest version of the fellowing programs on your computer: Word, Excel, PowerPoint, OneNote, Access, Publisher, Outlook, Lync, InfoPath.
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‘Word Excel PowerPoint OneNote Access  Publisher Outlook Lync InfoPath

Language:

English (United States) v 32-bit (recommended) advanced

Note: Installing additicnal languages on a com puter that already has this version of Office doesn't count against your install limit (3).

Review system requirements

install

Not ready to install the latest versic ce?

If your computer doesn't mest the system requirements for the latest version of Office or your language isn't sup perted yet, you can install the previous version of Office.
Install Office Professional Plus 2010

Install Office Professional Plus 2010 language packs

4. Simply select the appropriate language and whether you want the 32-bit or 64-bit (click advanced
to unlock 64-bit), and click install. If you are unsure on whether you need 32-bit or 64-bit, it is
recommended to select the default 32-bit installation.

Note: If you're running Mac OS X, this screen may look a little different, but will allow you download
Office for Mac 2011.



5. To download the software, click on install.

Office

Install the latest version of Office

This will install the latest version of the following programs on your computer: Word, Excel, PowerPoint, OneNote, Access, Publisher, Outlook, Lyne, InfoPath.
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Word Excel PowerPoint OneMNote  Access  Publisher Outlook Lync InfoPath
Language: Version:
|Eng|ish (United States) 32-bit (recommended) advanced

Note: Installing additional languages on a computer that already has this version of Office doesn't count against your install limit (5).

Rewiew system requirements

install



Office 365 will automatically start downloading the necessary files.

] Office

53% - Streaming Office...

6. Once you see the Welcome screen, click Next to move on.

] Office

Welcome to your new Office.

We think you'll love it. Let's get started.

o
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7. If you would like to send information to Microsoft automatically, select Send us information to

help improve Office. For the purposes of this tutorial, we’'ll choose No thanks.

] Office

First things first.

§§end us information to help improve Officeé

= No thanks

The infarmation sent to Microsoft is to help us and is not used to identify or contact you.
We take your privacy seriously. Learn mare

This product alse comes with Office Automatic Updates, Learn mare

By clicking “Accept” you agree to the Microsoft Office License Agreement, View Agreement Accept

8. After choosing your preference, click Accept.

The next screen provides a video introduction to the Office 365 software package.
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9. Once the video has finished, click Sign in. (sign in may not be required if already
signed in and you may be directed to step 15 automatically)

1] Office

Sign in and get the most out of Office.

When you sign in, you can save your documents online to access them almost anywhere and share with anyone. Your
settings are also online, so you'll always find Office just the way you left it.

Learn more | Privacy Statement

Mo thanks, maybe later.

4 Back to video

10. Here, enter your student email address, which is your username followed by @dentonstudent.org.

11. Then click Next.

1] Office Sign in

What email address would you like to use to sign in to
Office? (If you already have an account that you use with

S |g n | n a n Office or other Microsoft services, enter it here).

When you sign in, you ca username@dentOHStUdent-Org :l are with anyone. Your
settings are also online, §

Learn more | Privacy Statermnent]
Next

Ma thanks, maybe later,

When you sign in, your documents and settings are online

Learn more | Privacy statement

4 Back to video




12. In order for Office 365 to verify your free version, choose Organizational account.

] Office

Sign in an

When you sign in, you ca
settings are also online, §

Learn mare | Privacy Staternent]

Ma thanks, maybe later,

4 Back to video

We Need a Little
More Help

It looks like you use the same email address with more
than one account. Please select the type of account which
you would like to use to sign in.

. . Microsoft account

Sign in with the account you use for SkyDrive, Xbox
. LIVE, Outlock.com, or other Microsoft senvices.

Sign in with the account provided by your work,
schoal, or university.

n QOrganizational account

When you sign in, your documents and settings are online
Learn more | Privacy statement

are with anyone. Your

13. Next, enter your email address and password and click Sign in.

] Office

Sign in an

When you sign in, you ca
settings are also onling, §

Learn maore | Privacy Statement]

MNa thanks, maybe later,

4 Back to video

Sign In

User ID:

]

username@dentonstudent.org‘

Keep me signed in

Can't access your account?

© 2012 Microsoft Corporation
Privacy | Legal

are with anyone. Your




14. Upon successful login, you will see a banner for SkyDrive. Click Next.

1] Office

Meet SkyDrive.

Signing in to Office means you can save documents to the PR ‘. .
cloud with SkyDrive. .

SkyDrive gives you anywhere access to your files and makes it

L L
:;
easy to share with the people who need them. | I
Learn mare
i
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15. Here, you can customize the style of your Office 365 ProPlus.

] Office

Hello

How would you like your Office to look?

Mo Background -
Calligraphy
Circles and Stripes

Circuit -




16. There are a number of new features with Office 365 ProPlus. To take a tour of some of

these features, click Take a look. We are going to move ahead and select No, thanks.

] Office

We're getting things ready.

Office has lots of great new stuff, and we'd love to show you around while we wrap things
up. Here's a quick introduction on what's new.

Take a look

Mo, thanks

This is the final step in installing Microsoft Office 365 ProPlus.

] Office

You can use Office now.

[ ]
We're wrapping things up — please stay online as we make some finishing touches.




In order for the software to fully install, please remain connected to the internet. Once the installation

is finished, you do not have to be online for your programs to work. This step can take anywhere from
15 minutes to over 30 minutes depending on your computer hardware and internet speed. Don'’t be
alarmed if it takes a little while; remember, you're installing 9 programs. After the installation has

completed, you can begin using the programs!

] Office

You're good to go.

We're all done, and you can now go offline if you need to. Enjoy!

All done!

17. To complete the installation, click All done.



Frequently Asked Questions

. What Office products am | able to download?

Microsoft Office 365 ProPlus offers Word, Excel, PowerPoint, OneNote, Access, Publisher, Outlook, Lync,
and InfoPath to PC users. Mac users have access to Word, Excel, PowerPoint, and Outlook.

. What is my email address?

Your DISD issued email address is your username followed by @dentonstudent.org

. What are my login credentials for my Outlook email?

Login information is:
Username: DISD username followed by @dentonstudent.org Password: The same
password used to log on to a district computer.

If 1 already have Microsoft Office 365 on my computer, do | need to download Office 365 ProPlus?
If you already have Office 365 installed on your computer, you can choose to cancel your subscription
and install Microsoft Office 365 ProPlus.

Please note: You will need to uninstall the previous version of Microsoft Office 365 from your
computer before installing Office 365 ProPlus.

How many computers can | download Office 365 on?
You are able to install Office 365 ProPlus on up to 5 computers.

Is this a Student version of Office? Are there restrictions?
Microsoft Office 365 ProPlus is a fully functional software package.

If | have an older version of Microsoft Office on my computer, can | still download and install Office
365 ProPlus?

Yes! You can have multiple versions of Microsoft Office installed on your computer. We suggest not
uninstalling your previous version of Office unless you have your product key available to reinstall it at a
later date.

How long can | use Microsoft Office 365 ProPlus?
Microsoft Office 365 ProPlus is available for all active DISD students.

. What happens to my Office 365 when | am no longer a student or have graduated?

Microsoft Office 365 ProPlus is only available to active DISD students. Once no longer a student, the
software will no longer function.
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If | upgrade to Office 365, what happens when | am not a student, will | be able to downgrade back
to my old version?
Yes, you can choose to subscribe to Office 365 or choose to reinstall older version of Office.

Please note: You will need the product key in order to install your older version of Office.

Do | need to uninstall my old Microsoft Office before downloading?

You can have multiple versions of Microsoft Office installed on your computer. We suggest not
uninstalling your previous version of Office unless you have your product key available to reinstall it at a
later date.

Can | download Office Mobile for Office 365 on my Apple iPhone or Android phone?
Yes, Office Mobile for Office 365 is included in the phone & tablet section of your DISD student email.

Please note: Although Office Mobile for Office 365 is available for iPad, the app is optimized for
the iPhone 5 and may not function as desired.

What happens to all of my documents once Office 365 ProPlus is no longer active?

All documents saved to OneDrive via your DISD student email address will be lost once you are no
longer an active student with DISD. It is recommended that you back up your documents to a personal
drive.

I have just enrolled with DISD. When will | be able to download Office 365?
Students can download Microsoft Office 365 ProPlus once they have access to their DISD student email.

| have an Apple computer, is there a Mac version | can download?
Microsoft currently offers Office 2011 for Macs. Mac users who do not already have 2011 installed on
their computer can download this version from their DISD student email.

Am | still able to use Microsoft OneDrive?
Yes, OneDrive is still available to anyone with a Microsoft account.

| have a Windows RT tablet, can | still download it?
Yes, you can download Microsoft Office 365 ProPlus specific to your device by visiting the phone &
tablet section of your DISD student email.





