Installing Office 365 ProPlus (PC)
SCC FACULTY AND STAFF

Office 365 ProPlus is a full version of Office, which includes Word, PowerPoint, Excel, OneNote,
Outlook and more. Office 365 ProPlus allows Faculty and Staff to install the software on up to five
PCs or Macs free of charge as long as you are employed at Sandhills Community College.

***PLEASE DO NOT INSTALL THIS ON SANDHILLS COMMUNITY COLLEGE PC’S OR LAPTOPS***

Important Notes:
If vou alreadv have a version of Microsoft Office installed (trial

version), uninstall it and reboot your machine before continuing!

This version must be connected to the Internet every 30 dayvs to stav licensed

1. The link is located on the Sandhills Home Page http://www.sandhills.edu
Under the Quick links Choose 0365 Email Sign on:
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You can also find it under the For Faculty and Staff Link at the bottom of the Sandhills Home Page
http://www.sandhills.edu Click on the following Icons/links on the Sandhills Home Page:

For Faculty & Staff |

Office 365 (Staff & Faculty Email)

« Sign In to Office 365 Web Access
Access Your E-mail on the Web with Outlook Web App



http://www.sandhills.edu/
http://www.sandhills.edu/

2. Login to Office 365 ProPlus (login.microsoftonline.com) using your
@sandhills.eduaccount.

3. Click on the below “Office 365” link at the top left of the page

Office 365

*NOTE: If vou alreadv have a version of Microsoft Office installed (full or trial
version), uninstall it and reboot vour machine before continuing!

4. C(lick Install.

Install Office on your PC
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Bxcel PowerPoint  Outlook OneNote ]
Language: English

Got a Mac? Sign in to Office 365 on your Mac to install Office for Mac. Change language
Or a smartphone or iPad? Office on your devices Troubleshoot installation




5. Apop-up message will ask you to save a file to your computer. Click Save File.

Cpesing SehupXRSan-s OIRIPmPucistnl 17758:79.0010.45m. ke

Yzu hyve chosanto cpen
B aReted 172560792019 854 befic 931341704285 IX PR ean

whak u: Canary File 000 MO}
from: kitpas/cirutup. officrappelve.com
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NOTE: Remember where you save the file! It will most likely be saved in the Downloads
folder on your computer.

6. Find the newly downloaded file on your computer and double click the file name to run it.
The following screen will appear. Click Run to begin the installation.

Open File - Security Warning (S|

Do you want to run this file?

. |J Name: ..c79-2919-45ef-bc6c-931341704285 TX PR (2).exe
— Publisher: Microsoft Corporation

Type: Application
From: C:\Users\David Kauffman\Downloads\Setup X86....

—_—

[V] Aways ask before opening this file

i 1] While files from the Intemet can be useful, this file type can
\'/ potentially hamm your computer. Only run software from publishers
: you trust. What's the risk?

NOTE: A security message may appear regarding running the file. Agree
to the message to continue the installation process.

Open File - Security Warming Moo’ S
Do you want to run this file?
B Name (792919 451 06231341 704285 TX PR QL.exe
|

Publsher Microsoft Corporation
Type Application
From  C\Users\Dand Kauttman\Downloads\Setup X86...

— =

[V Nwarys sk before opering thes fle

2 Whie fies from the intemet can be useful, this file type can
l potertially hamm your computer. Only run scftware from publshers
you trust What s the fek?




7. The following will appear on your screen. Office is preparing to install.

8. While Office is actually installing, the screen will be similar to the screen below.
Click the Next button to continue.

] Office

elcome to your new Office
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NOTE: Do not turn off/restart your computer or disconnect from the Internet
During this process.

9. Accept the Microsoft Office License Agreement by clicking the Accept button.

] Office

First things first

By chicking “Accepd you agree 10 the Microsolt Offce License Agreement. Wew Agreement

\’




10. Click No thanks, maybe later to continue.

11. Click Next to continue.

12. Either click Take a look to review some features of Office or click No, thanks to
continue with the installation.
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NOTE: If vou alreadv have a version of Microsoft Office installed (full or trial

version), uninstall it and reboot your machine before continuing!




13. The screen below will appear. Remember stay online during the process.

] Office

14. When the install is complete, the following screen will display. Click all done! To
Finish the installation process.

] Office

15. To use an Office application, such as Word, go to All Programs, Microsoft Office 2013 and
choose the program.

NOTE: It may be necessary to reboot your machine. You may be required to accept
the License Agreement again.

***PLEASE DO NOT INSTALL THIS ON SANDHILLS COMMUNITY COLLEGE PC’S OR LAPTOPS***



