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Installing
Microsoft 365 (Mac 05)

1. To download and install Microsoft 365, go to odu.edu/microsoft365 and
select Download Microsoft 365.

Microsoft 365

Mlicrosoft 365

GO TO OFFICE ONLINE DOWNLOAD MICROSOFT 365

2. Enter your Old Dominion University email address and click Next.

B® Microsoft
Sign in

Fmail, phaone, ar Skype

No account? Create one!

Can't access your account?

Back Next

3. Microsoft will redirect you to the ODU login page.
Enter your MIDAS password and click Sign in.
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« @odu.edu
Enter password

Pas sword

Reset MIDAS Password

Sign in
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4. Click View apps & devices.

My account

My account ¥ Office apps & devices
You can install Office on up to 5 PCs or Macs, 5

Subscriptions tablets, and 5 smartphones.

Security & privacy Install Office

View apps & devices

App permissions 7

Apps & devices
Tools & add-ins % Securlty & privacy

Protect your account and adjust important privacy
settings to your preference.

Manage security & privacy

&3 subscriptions

Verify what products and licenses you have.

View subscriptions

& App permissions

Manage which apps have access to your data. You can
revoke permission whenever you want.

Change app permissions =&

5. Click Install Office.

Apps & devices

Office

macOS

DEVICES

Install Office

Supports the three most recent major versions of macOS. Download Office 365 for older versions of

6. The installation file will now be downloaded to your machine. Once down-

loaded, locate the file under Downloads in the Finder. Double click to begin.

[ XON < > Downloads ;| =
Favorites Name Size
@ AirDrop

& Microsoft_365_and_Offi...BusinessPro_Installer.pkg
@ Recents

m 2 Ee W @ @ Q
Kind Date Added v

3.14GB Installe..ackage Today at 3:25PM
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"X X0 & Install Microsoft 365 and Office for Mac

Welcome to the Microsoft 365 and Office 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

8. Microsoft Office will complete the installation.

ON NC ‘& Install Microsoft 365 and Office for Mac

Installing Microsoft 365 and Office for Mac

Introduction
License
Destination Select

Installation Type Writing files

Installation

L]
Summary

Go Back Continue

Installing

Microsoft 365
(Mac OS)

page 3




M
OLD DOMINION

UNIVERSITY 9. Once Microsoft 365 completes the installation, you will be able to locate
your applications within the Applications folder.

'Y X0 & Install Microsoft 365 and Office for Mac a

The installation was completed successfully.

Introduction

License

Destination Select

Installation Type

Installation The installation was successful.

Summary

o 6 o o o o

The software was installed.

10. To activate Microsoft 365, open one of the applications and click Sign in or
create account. Log in with your ODU email address and password.

Get started with Office

" Use your work, school, or personal Microsoft account information
" Create and collaborate with Word, Excel, PowerPoint, and Outlock
+~/ Save and share documents across devices with OneDrive cloud storage
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UNIVERSITY 11. After the activation is complete, click Start Using.

You're all set

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

.

Start Using Word

12. Click Done to start using Microsoft 365.

=@

Your privacy matters

Thanks for using Office! We've made some updates to the privacy
settings of Word, Excel, PowerPoint, Outlook, and OneMote to give you
more control. Your organization's admin allows you to use several cloud-
backed services. You get to decide whether you use these services.
Learn more...

i - vices are provided to you under the
icrosoft Services Agreement...

To adjust these privacy settings, open your Privacy Preferences...
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