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Student User Guide Overview

This document provides detailed instructions to
students of Baldivis Secondary College on how-to
download and install a free copy of Microsoft Office
365 applications on a MacBook.
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Installing Microsoft Office 365 Applications

Student email and calendar has been extended to include free downloads of Microsoft Office 365 to
install the Office suite of applications, including Word, Excel, PowerPoint, Outlook, OneNote,
OneDrive and more, to install on up to 5 PCs or Macs and 5 tablets or smartphones.

The downloads can be reached through the student webmail link on the Connect portal. There is no
charge for downloading and using Microsoft Office 365.

What you will need:

1. Avalid Student login (username and password) for the Department portal (provided by DOE)
2. Aninternet connection with sufficient download allowance for over 2GB per installation (not
the school network)

What you need to be aware of:

1. The MS Office software should only be installed on personal equipment - not on school
managed computers.

2. The MS Office software should only be downloaded over a personal, home or non-school
data network and it will consume up to 2GB of data allowances in the initial install.

3. The MS Office download is blocked on the Department network to prevent interference with
essential data traffic. If you attempt to launch the software installation while connected to a
school network, it will appear to work and will proceed through a number of stages before
failing and issuing an error message. There is no way round this.

4. The software installed via Office 365 will automatically try to verify online that the user is
still licenced. As long as the student remains registered with a Department of Education and
an internet connection is available, this check will succeed. Once the student is no longer
registered, the software will issue an onscreen notice of impending expiry and thirty days
later will no longer allow editing of documents.
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How to install Microsoft Office 365 Applications

The following information has been designed to support students with the download and installation
of the Microsoft Office 365 Application Suite via a fully provisioned DOE account. If you have any
problems with this process, contact the ICT Support Staff.

1. Access the Connect Portal in your preferred web browser at: https://connect.det.wa.edu.au
Login to the Connect Portal with your DOE Student Username and Password. Contact your
ICT Support Staff if you don’t already have a username and password.

Department of Single Sign-On

Education

Appropriate Use of Online Services

All Departmental online services including Portal, email, online document

Enter your Single Sign-On user name and password to storage, Intranet and Internet access, must be used responsibly and in
sign in accordance with Departmental policies

By accessing any Departmental online services you give your full

agreement and commitment to comply with all Departmental policies.

User Name ‘jc\hn,doe ‘ e You also give consent to logging, monitoring, auditing and disclosure of
your use of these services.

Password |esesessesss |

Inappropriate use of these services can result in disciplinary action that
may include suspension of access to online services, dismissal or

| have read and understand the Appropriate Use
pprop termination of contract.

of Online Services information.

Logi c . You can view the policies relating to the appropriate use of these
ogin ance services at the Qur Policies website

2. Click on the Mail (envelope) symbol in the top-right corner to access your email (Webmail).

A7  Communities My Connect Discover  Learn

Introducing Connected Learning Hub @= Change Password

f@ Course and lesson content from Kindergarten to Year

12. including ATAR Units, are now available for all & Connect Support Community
teachers to use in their Connect Classes with their
students.

@) termsofuse

Learn more

My Spaces

Classes View All

; Baldivis Secondary College

Next Event

You currently don't have any Classes

Your dlasses will appear here once they have been started { @ )

3|Page
Baldivis Secondary College | Download and Install Microsoft Office 365 - MacBook


https://connect.det.wa.edu.au/

3. Inthe Outlook page, click on the App Launcher (9 dots) icon in the top-left corner.

v  Favorites ) Inbox *

4. Click on the Office 365 link to open your Office 365 home page in a new tab.

Office 365

* Filter

E Outlook ‘ OneDrive

5. Click on the Install Office button to begin downloading.

Office 365 £ Search

Good afternoon :>

+ ® e @ ® $ @ P % =
Start new Outlook OneDrive Word Excel PowerPoint OneNote SharePoint Teams Sway Forms
6. Follow the onscreen instructions to start the installation process of Microsoft Office 365
applications.
Just a few more steps...
1} Office
- : s N B
@ Download @ Install @ Signin
Office 2016 will now start downloading. Open the Office .pkg file in your To activate Office, sign in with the
Downloads folder and follow the steps nt you u or Office 365:
to install Office francois.potgieter@education wa edu.au
Need help installing?
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7. The Microsoft Office 365 Installer.pkg installation file will now be downloaded to your

Downloads folder.

Downloads Clear
Microsoft_Office_2016._....18011602_Installer.pkg
&= y

95.2 MB of 1.7 GB (1.2 MB/sec) — 23 minutes remaining

8. When the Microsoft Office 365 Installer.pkg file has been successfully downloaded, double-

click on the file to start the installation process.

[ NON ] [ Downloads
< S = EullTE-TE T Q

Favorites Name Size Kind Date Added

% Recents | w Microsoft_Office_2016_...18011602_Installer.pkg 1.7GB  Installe..ackage Today at 1:32 pm
¢ iCloud Drive

@ AirDrop

4% Applications

[ Desktop

@ Documents

o Downloads

9. The Microsoft Office 365 installation window will open. Click on Continue.

et

Welcome to the Microseft 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
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10. Accept the Software License Agreement by clicking on Continue.

[ ] '« Install Microsoft Office 2016 for Mac ")

Software License Agreement

English E

Introduction

» License MICROSOFT SOFTWARE LICENSE TERMS
OFFICE 2016 DESKTOP Last updated July 2015
Destination Select IF YOU LIVE IN (OR IF YOUR PRINCIPAL PLACE OF BUSINESS IS IN)
) THE UNITED STATES, PLEASE READ THE BINDING ARBITRATION
Installation Type CLAUSE AND CLASS ACTION WAIVER IN SEGTION 9. IT AFFECTS
Installation HOW DISPUTES ARE RESOLVED.

Thank you for choosing Microsoft!

Depending on how you obtained the Office software, this is a license
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 affiiates, and Microsoft is
the retailer if you acquired the software directly from Microsaft.

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 important and together
create this agreement that applies to you. You can review linked terms by

Summary

Print... Save... Go Back

11. Click Agree to accept the Terms and Conditions.

Te continue installing the software you must agree to the terms of
the software license agreement.

Click Agree to continue or click Disagree to cancel the installation and
quit the Installer.

Read License Disagree

12. Select the installation destination and click on Continue.

[ ] e Install Microsoft Office 2016 for Mac a8

Select a Destination

Introduction How do you want to install this software?

License

@ Destination Select

e, Install for all users of this computer

Installation Type

Installation

Summary

“ Install on a specific disk...

Installing this software reguires 8.37 GB of space.

You have chosen to install this software for all users of
this computer.

Go Back
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13. Click on Install to confirm and start the installation.

[0 w Install Microsoft Office 2016 for Mac =
Standard Install on “Macintesh HD"

Introduction This will take 8.37 GB of space on your computer.

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

Change Install Location...

Customize Go Back Install

14. Enter a local administrator account Username and Password and click Install Software.

= Installer is trying to install new software.

i I'é‘- Enter your passweord to allow this.

User Name:

Password:

cancel ||

15. Microsoft Office 365 for Mac will now be installed.

w Install Microsoft Office 2016 for Mac ]

Installing Microsoft Office 2016 for Mac

Introduction
License
Destination Select

Installation Type Validating packages...

Installation
-

Summary
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16. The installation of Microsoft Office 365 for Mac is now complete. Click on Close to complete
the installation.

-
The installation was completed successfully.

Introduction

License

Destination Select

Installation Type

Installation The installation was successful.

Summary The software was installed.

Close

17. If you want to keep the downloaded installation file, click on Keep or click on Move to Trash
to delete the installation file from your Downloads folder.

Do you want to move the "Microsoft Office
2016 for Mac" Installer to the Trash?

To keep this package in its current location,

click Keep.
Keep Move to Trash

18. You can access the installed Microsoft Office 365 applications on the Launchpad or under
Applications in the Finder window.

Launchpad:

| E: E| 0% |

Microsoft Word Microsoft Excel Microsoft OneNote Microsoft Qutlook Microsoft PowerPoint

Finder > Applications window:
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Activating Microsoft Office 365 for Mac

1. On the first launch of any of the Microsoft Office 365 applications you will be prompted to
sign-in to Microsoft Office to active your product. Click on Sign In.

] Office

Sign In to Activate Office

Sign in with the Microsoft account that you used to purchase Office or with
the account assigned to you by your work or school.

2. Enter your DOE Student Email address and click Next.
B8 Microsoft

Signiin

john.doe@student.education.wa.edu.au

Next

Mo account? Create one!

3. You will be redirected to the DOE Portal Logon page. Login with your DOE Student
Username and Password.

2\ Department of

Education

Sign In

Enter your Single Sign-On user name and password to
sign in
User Name [john.doe 7]

Password -"I"lﬂ-'lﬂ

(] I have read and understand the Appropriate Use
of Online Services information.

Login | | Cancel
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4. Microsoft Office 365 will now look be activated.

Activating ...

5. The Microsoft Office 365 applications are now activated and ready for use.

You're All Set

You're now ready to use all of the benefits included with your Office 365
subscription.

Start Using Word
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