Download, update and install Office 365

Important Information: This is not available to download from the School network, it must be done from home.

Note: If you currently have an older version of Office installed, ensure all Microsoft applications are closed during the installation. You
may be prompted to close all Microsoft applications if they are still open.

1. Open an internet browser (Chrome, Edge, Firefox) and navigate to
https://www.office.com/

2. You will be prompted to sign in

3. In the Username field, type in your EQ (e.g. jsmith1@eq.edu.au) or QED (e.g.
joe.smith@qged.qld.gov.au) email address and click "next"
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4. You wil be prompted for your username and password on the online authentication page. Type your username and
password, tick the box to agree to the conditions of use, and click "sign in"
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Sign in with your username and password

Username * | usemame

Password ® | seersssssensnenes

| agree to the conditions of use

Change my password

5. After successfully signing in, you will be taken to the Microsoft 365 landing page

6. Inthe top right corner, click on "Install and more" then "Install Microsoft 365 apps".
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] Install Microsoft 365 apps

My Content Install Word, Excel, PowerPoint, and more.



7. Atter clicking "Install Microsoft 365 Apps" you will be taken to your Microsoft 365 account page

8. Under "Office apps & devices" click "Install Office"
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You can install Office on up to 5 PCs or Macs, 5 tablets, Verify what products and licenses you have.
a Subscriptions and 5 smartphones.
Q Security & privacy | Install Office |
El App permissions () View apps & devices View subscriptions
\L Apps & devices
2 Tools & add-ins Q Security & privacy = App permissions
Protect your account and adjust important privacy Manage which apps have access to your data. You can
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9. Afile will download titled "OfficeSetup.exe"”

Recent download history

» OfficeSetup.exe

Full download history

10. After the download has completed, open/run the file

11. You will be prompted with a message to make changes to your computer. Select 'Yes'



User Account Contral *

Do you want to allow this app to make
changes to your device?

c Microsoft 365 and Office

Verified publisher: Microsoft Corporation
File arigin: Network drive

Show more details

Yes I Mo

12. Office 365 will now start to download and install on your computer, wait for this to finish (Please note the Office 365
apps are approx. 10GB and may take a while to download depending on your network speeds)
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365 and Office downloads

We'll be done in just a moment. G ﬂ g

13. You will also see the office icon pop up on the task bar
—




14. After Microsoft 365 finishes installing, a message will appear to inform it has completed. Click 'Close’

=- Microsoft

You're all set! ’- .

The Microsoft 365 and Office apps are installed on your
computer.

‘ Close

After you click close, we recommend restarting your computer to ensure all changes have applied successfully.

When you start an Office app that's not activated, you'll be prompted to sign in to Office. Be sure to sign in using your @eq (school
account) (e.g. name1@eq.edu.au)
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