Download and Install Microsoft Office ProPlus

1. Log into your school email. To do so, go to hayfield.k12.mn.us, click on
“Office 365 Email” under the quick links.

QUICK LINKS

Office 365 Email
Hayfield Moodle

JMC Online

2. Log in using your school email address.

Sign in with your organizational account

someone@example.com
Password

) Keep me signed in

3. Now that you are logged in, locate the gear icon in the upper right corner
and click on it. In the drop down menu click on “Office 365 settings.”
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Set automatic replies

refresh

Display settings
Manage apps
Offline settings

Change theme

Options

Office 365 settings



4. Click on the tab called “Software.”

Office 365 settings

me

ornware
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5. Your next screen should look like the picture below. If it does not seem to
be loading after a while that means you do not have Microsoft Office
ProPlus added to your account yet. You are unable to install it until it is
added to your account by an administrator.

software

Office Oﬂcice

Lync
Install the latest version of Office
tools & add-ins

This will install the latest version of the fellowing programs on your computer: Word, Excel, PowerPoint, OneMote, Acc

desktop setup
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Word Excel PowerPoint OneNote  Access Publisher Outlook Lync InfoPath
Language: Wersion:
English (United States) v 32-bit (recommended) advanced

Note: Installing additional languages on a computer that already has this version of Office doesn't count against your

Review system requirements
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6. After clicking on “Install” the installer should be downloaded. In Google
Chrome it shows the downloaded file at the bottom. After locating the
installer you can click on it and open it.

https:// go i LS5/ MySoftw

I SetupX86.en-us_036..exe 7

7. When the following window pops up click “Run.”
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Do you want to run this file?

@ Name: ..e50-7b4] debb-afi7-813c16f1e9cl T PR (1].exe
Publisher: Microsoft Corporation
Type: Application

From: Ch\Users\maschna\Downloads'Setup ¥86.en-us_..,
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Always ask before opening this file

potentially harm your computer. Only run software from publishers

lg‘“j While files from the Intemet can be useful, this file type can
A you trust. What s the risk?

8. Office 365 ProPlus should now be installing.

] Office

- Getting things

9. On the next screen click on “Next.”

Next



10. Then click on “Accept.”

Accept

11. Click on “Next” on the next two screens.

12. If you would like view the tutorial/introduction prepared by Microsoft,
click on “Take a look” otherwise click on “No, thanks.”

Office has lots of great
up. Here's a quick intrc

Take a look

Mo, thanks

13. Wait for it to finish up.

] Office

You can use Office now.
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We're wrapping things up — please stay online as we make some finishing touches.

14. After installing click on “All done!”

All donel



15. To check if Microsoft Office ProPlus installed correctly, click on the start
button, then click on “All Programs.”
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16. Now scroll down and you should see that it is installed.
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