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X\ Installing Office 365 for students

| have Office 365 already installed on my device and it is giving me Activation errors, please go
to page: 2

| do not have Office 365 installed and need instructions on how, please go to page: 5

Before you start:

The Department of Education provides a free copy of Office 365 ProPlus to students currently attending Department

schools. This can be installed on up to 5 PCS/macs, and 5 tablets/smartphones.

e You will need at least 1GB of internet download allowance

e You will need your Student Connect username and password.

e Office 365 CANNOT be downloaded at school. It must be downloaded at home.

e Every 30 Days Office 365 will need to get onto the internet to check if you are still registered at a
Department school. If this check fails, you will be given 30 days of use before Office 365 is locked into “Read

Only” and it will not allow any editing

How can | tell if Office 365 is Activated?

If you open a Microsoft Office product, such as Word, then Click the “File” button and then the “Account” option, an
unlicensed product will display the following on the right of the screen.

File > Account

Product Information

] Office

' View Only (Unlicensed)
L] Microsoft Office 365

Acﬁ\r;te
Product This product contains
OEEFE T

| This product is unlicensed

IJ Office Insider

Join the Office Insider program and get early access to new releases of Office.
Office

Insider -

About Word
9 Learn more about Word, Support, Product ID, and Copyright infarmation.
About Word ~ Mersion 1812 (Build 11126.20266 Microsoft Stare)
Menthly Channel

Created by: Jade Ling Last Update: 26/3/2019
Version: 1.2.0 Page 1 of 6



"

z Harrisdale Senior High School

X\ Installing Office 365 for students

Office 365 is already installed.

If you already have office 365 installed on your device, you will need to activate it with your school student account.
Failure to do so will result in Office 365 installing as a trial that will lock after 30 days and give you this error

message:

Home Insert Design Layout References Mailings Review View Help Q Tell me what you want to do 5 share

o PRODUCT NOTICE Most of the features of Word have been disabled because it hasn't been activated. Activate \ x

This error message means that your trial of Office 365 has expired and it wants you to pay. In order to install the free

copy that the Department of Education provides, please follow these steps.

1. Click the “Activate” button.

Home Insert Design Layout References Mailings Review View Help Q Tell me what you want to do

0 PRODUCT NOTICE Most of the features of Word have been disabled because it hasn't been activated. x

2. Inthe window that pops up, select “Sign In”

BS Microsoft

Sign in to set up Office

[ —A0
G383 IH

Use your regular email Get free cloud storage Use your account to install
address Office on other devices

Sign in with your work, school, or personal Microsoft account

$ Create Account

Created by: Jade Ling Last Update: 26/3/2019
Version: 1.2.0 Page 2 of 6



Harrisdale Senior High School

7 ‘\\\\

Installing Office 365 for students

3. Atthe ssignin screen, you must enter your STUDENT EMAIL ADDRESS

If my student connect username is “jade.ling” | would type in the following:

jade.ling@student.education.wa.edu.au

B® Microsoft
Sign in

cOnnect.Username.@student.|ed ucation.wa.edu.au X

No account? Create one!

4. You then need to sign in exactly the same way you normally do to Connect with your student account.

Department of Single Sign-On

Education

S i g n I n Appropriate Use of

Online Services

Enter your Single Sign-On user name and All Departmental online
password to sign in services _ including
Portal, email, online
document storage,
Intranet and Internet
User [ ]0 access, must be used
Name responsibly and in
accordance with

Password I | Departmental policies.
[] I have read and understand the By accessing any
Appropriate Use of Online Services Departmental online
information. services you give your
full agreement and
Login || Cancel commitment to comply
with all Departmental

policies. You also give
consent to logging,
monitoring, auditing and
disclosure of your use of

these services.

Forgot Your Password? | What is this?

Inappropriate  use of
Unautharizec use of this site is pronibitec and may sudject you to civil and these  services can
criminal presecution. result in disciplinary
action that may include
suspension of access to
online services,
dismiseal ar tarmination
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5. You should then see a screen similar to this.

BE Microsoft

Getting Office ready for you

6. You may see the following screens; Click “Yes” if you do.

Use this account everywhere on your device

Windows will remember your account and make it easier to sign in to apps and
websites. You won't have to enter your password each time you access your
organisation's resources. You may need to allow them to manage certain settings on

your device.

Allow my organisation to manage my device

This app only

You're all ready!

Hold on while we register this device with your company and apply the policy L
We've added your account successfully. You now have access to your organisation's

This may take a moment... apps and services.

7. Microsoft Office 365 should now be activated against your student account. You can confirm this by opening

a Microsoft Office 365 product, such as Word, going to the “File” menu, and then the “Account” option on

the left. You should see this:

Product Information

Office

Product Activated
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The following is a guide on how to Install Office 365 on your device.

1. Students need to login to Connect via http://connect.det.wa.edu.au

a. If you do not know what your connect username / password is, please speak to a Teacher, or see
the IT Tech in the Library at break 1 or 2.

2. Click on the email icon in the very top right of the screen

Note: if you do not see this icon, you are logged in as a parent. YOU MUST BE LOGGED IN

AS A STUDENT!

3. Inthe top left, click on the grid icon.

| Outlook

N ew message =M

£ Inbox 15 "o IR

B Sent ltems

4. Onthe panel that appears, in the top right click “Office 365”

7'.'. ) _
) |
H-H ’] ffice 365 - |
| . S
read
Apps €
b ¢
a"- Outlook (‘.‘ OneDrive Notit
tice "1
E Word f Excel New P
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5. Onthe next screen, on the right hand side click the arrow next to “Install Office” and then select “Office

365 apps” as the option.
Install Office

Office 365 apps
s Includes Cutlock, Onebrive for Business,
Word, Excel, PowerPoint, OneMote, and more,

Other install options

—>  Install a different language, the 84-bit version,
or other apps available with your subscription.

6. Download the Installer. Once it is finished, double click to run it.
7. During the install process, carefully read each page and then click next or agree as necessary.

a. If, during the install process you are asked to log in to anything it must be your student

connect username and password that is used.

b. If you need to login with an email address, it must be your Connect username, then
@student.education.wa.edu.au like this:
If my Connect username is “Jade.Ling” then my email address would be
“Jade.Ling@student.education.wa.edu.au”
8. If the install processed successfully, you should find the full suite of MS Office applications available from

your main menu.

Installing Applications on a tablet or smartphone

Navigate to the appropriate store to search for and download the Word, Excel, PowerPoint, or OneNote apps:
e Android devices: Google Play Store
e Apple devices: Apple App Store
e  Windows Phone or Windows 10 device: Windows Store

When asked to login, pleasure make sure to use your student connect username and password.
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