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Office 365 ProPlus Installation Manual (Windows)

What is Office 365 ProPlus?
Office 365 ProPlus is the full version of Office that distributes Office applications
and authenticates licenses through the Office 365 website. Office applications can
be distributed to PCs owned by the students as well as faculty and staff.
- You can install Office 365 ProPlus on up to five PCs (Macs), up to five tables, as
well as up to five Smartphones per account.
- You cannot install it on a PC, tablet, or Smartphone owned by another person
since it is a violation against the license agreement.

Since your license is authenticated every 30 days, you will need Internet
connection regularly.

Audience
Students, faculty, and staff of APU.

Term of Validity

While qualified for using the service.
- You will lose your qualification for using the service when you are no longer a
student, faculty, or staff due to graduation, retirement, or resignation.

Notes
- APU shall not be responsible for any troubles caused by distribution of Office
products to your PC.

Use them at your own risk.

Other
- You need to log on as a user with the administrator privilege in order to install
Office 365.

Since Office 365 is a cloud service, the screens may be changed by Microsoft.
- This manual was created in June 2018.



Office 365 ProPlus Installation Manual (Windows)
Information Systems Administrative Office
August 1 2018 Version 1.0

1. Check the contents of the software license terms.
(1) Launch Internet Explorer and access the Office 365 website

(https://portal.office.com/). Then click "here" within the red frame in the

window below, and check the contents of the software license terms.

R RITSUMEIKAN

Sign in with youwr organizational account

oxPapu.ac.jp

Patyword

Please enter your e-mail address (including the @
symbol and domain name) and password.

M you can not sign in with the steps above, piease
contact us hare,

M you want to install the tatest Office products from

Otfice365. you must check anjf oD contents of
the software license terms fro

for more information about Office 368, please access
the following website,

For students
For teachers and faculty
For administrative staf!

2. Sign in to Office 365.
(1) Enter your own password, and then click [Sign-in].

R RITSUMEIKAN

Sign in with your organizationsl account

oxPapu.ac.jp
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3. Download and install Office 365 ProPlus.
(1) Click the gear icon (Settings) at the upper right corner of the screen.

Good afternoor

Use the online apps

*If you click "Install Office 2016" within the yellow frame, you can skip to step5.

(2) Select “Office 365."

Settings

Good afternoon

Use the online apps
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(3) Select “Software.”
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(4) Click [Install].
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(5) When you are asked to choose from [Run] and [Save], click [Run].

D o went bo pun of sive Setup(Bboen-us 036 Pefinfetal 02010234~ 504242029391 -657 T 0d3aed T _TH_FR.._exe (3.5 ME) from c2nstupotficeappulive.com? ©

(6) When the User Account Control dialog box appears, click [Yes].
* This dialog box may not appear depending on the settings and/or
environment of your PC.

2 Do you want to allow this app to make changes to your
> PpC?

G Program name:  Microsoft Office
Verified publisher: Microsoft Corporation
File origin: Downleaded from the Internet |

Show details Yes I No I

Change when these notifications f
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(7) Installation of Office starts.
Follow the instructions shown and wait until installation completes.

] Office x

Installing Office

We'll be done in just a moment,

(8) When the installation completion screen is displayed, click [Close].

] Office

You're all set! Office is installed now
Click Start to view your apps.

Close
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4. License Activation for Office 365 ProPlus

(1) Launch an Office product, and click “Accept” when the user license
agreement comes up.
NOTE: In the example WORD is being launched.

RealNetworks

VideolAN

Office is almost ready

I EEFE S

(2) With WORD launched, click [Sign in] on the upper right.

[m]
| Share
= A | £ Find
ot e LI ; i A - B2 I

3= W 2L 9 | aambeer) asBboet AaBhC AzBnce FAGD aaBbca -

- x = Zac Replace
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(3) The “Sign in” dialog box will come up. Enter “your email address”, and then
click [Next].

B2 Microsoft

Signin

sooca P, A i

Mo account? Create one!

(4) The “Enter password” dialog box will come up. Enter your “password”, and

then click [Sign in].

B® Microsoft

3oacia puLAC B @

Enter password

== ||
-

Forgot my password

Sign in with another account
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(5) Once successfully signed in, “Sign in” on the display will be changed to “your
user name”.

Document] - User Name
elp r:r' ¢
— A L e - . £ Find =
=W 2T asmbcer| assocet AaBbC AaBoCe AL aaboe | g o
:5 ® - 0 - I Mormal | THo 3pac.. Heading 1 Hesding ¢ Title Subtitle =) s AL
aph [ Styles [ Editing ~

This completes installation of Office 365 ProPlus. You can now use Office software.
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5. Check for the number of PCs with Office installed.

(1) Access the Office 365 web site and click the profile icon at the upper right of
the screen.

Office 365

¥ Install Office 2016

Other installs

Good afternoon

Use the online apps

[ ]
0] ] ™~
Mail Calendar People asks

=

W Feedback

(2) In the dialog box displayed, click [View account].

Displayname{username)
oouBapu.ac.jp

My profile

My account

Sign out
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(3) On the [My account] screen, click [Manage installs].

&= Subscriptions
Verify what products and licenses you have
h Eakli
Manage installs Wierw pubsoripticns
S ? Security & privacy 8 App permissions
Profect your accoant and adjust important privacy Anps with access to vour data 26
BATTINGH: 06 your pratarence Manasge which sppt Fuve scoess 1o your dats You can
MO Deasain whanibl yOu Wikl
Manage security & privacy Change app pemissions

(4) You can check how many PCs Office is currently installed on and their names.

Office 365 My account

Install status

Ry Manage your PC and Mac installs here.

Personal info Install desktop applications

J Office

Subscriptions Detected installs: 1

Computer name

Security & privacy
R Microsoft Windows 10 Enterprise 2016 LT...

i Deactivate

App permissions

Install status
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The following shows how to uninstall Office 365 ProPlus.
Do not perform unless uninstalling Office 365 ProPlus.

6. Deactivating and Uninstalling Office 365 ProPlus

For the purposes of Office 365 device management, even when an uninstall is
performed on a PC, it is still considered a device with Office installed. Unless a
deactivation is performed, that license cannot be used for another device, so when
uninstalling be sure to perform the procedures in “6-1. Deactivating Office 365
ProPlus”.

B To uninstall an Office product from a PC, log on to that PC as a user with
administrator privileges.

6-1. Deactivating Office 365 ProPlus

When a deactivation occurs, that license is made available to your total number of
installable devices.

(1) Sign in to the Office 365 website, and click on the profile icon at the top right of

ol

the screen.

:/\J[-:.E)ii ﬁ‘;-;zme&-r:::w— ’
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(2) On the screen that comes up, click [My account].

Displayname(username)
ooo@apu.acjp

My profile

My account

Sign out

(3) In the “Install status” area on the “My account” screen, click on [Manage installs].

&= Subscriptions
Werify what products and licenses you have
abdat
Manage instally Wiew subscripticns
S ? Security & privacy 8 App permissions
Profect your acocsnt and adjust important privacy Anps with access to vour data 26
b Settingt Bastings bo your ¢ R Mansge which appt Fuve sccess o your dats You can
MO Deasain whanibl yOu Wikl
Banage security & privacy Change app permissions
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(4) Find the device that had Office uninstalled, and click [Deactivate].

Install status

My accol
wfiEil Manage your PC and Mac installs here.

: I li licatics
e nstall desktop applications

1 Office

Subscriptions Detected installs: 1

Computer name

Security & privacy
. Al 'i Microsoft Windows 10 Enterprise 2016 LT...

-
& Deactivate

App permissions

Install status

Settings

(5) Click [Yes].

Do you want to deactivate this install?

After you deactivate an install, you won't be able to use many of its features.

Deactivating this install does not remove the latest version of Office from your computer.

| -
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(6) Confirm that the number in “Detected installs” has been reduced by the
number of devices you have deactivated.

Office 365 My account

Install status

ez Manage your PC and Mac installs here.

[ Install desktop applications

J Office

Subscriptions Detected installs: 0

Security & privacy

App permissions

Install status

Settings

16
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6-2. Uninstalling Office Software

(1) Open the [Control Panel].

Programs and Features
Power Options

Event Viewer

System

Device Manager

Network Connections
Disk Management
Computer Management

Command Prompt

Command Prompt (Admin)

Task Manager
Control Panel
File Explorer

Search

Information Systems Administrative Office
August 1 2018 Version 1.0

Sl Cortenl Paral
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click [Uninstall] with “Microsoft Office 365
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(5) An “Uninstalling” message box should come up.

B Frogrars and Features - O e
« v a » Control Panel » Programs » Programs and Features v O Search Programs and Features 9
Centrel Panel Home Uninstall or change a program
View installed updates To uninstall a program, select it from the list and then click Uninstall, Change, or Repair.
& Tumn Windows features on or
off Organize v U - = @
Install a program fram the [] Office -
network Mame Size Wersion &
|£[Java 8 Update 1 228MB B.0137072
|£[Java SE Develag Uninsta”ing_" STOMB 80137072
A\ MATLAB R2017 548GB 9.3
13 Microsft Offic We're removing Office from your computer now. 16.0,9330,2087
4@ Microsoft Onel] 100MB 17371311115
& Microsoft Sitver [ [ | 101 ME  5.1.50907.0
\:‘j\Mi[mm& saL Step 3 of4 3.85MB  3.1.0000
[55] Microsoft Visu 580KB  B.0.61001
[55] Microsoft Visual CF+ 200F RSB ETE = Xey O TATCrOs Ot Corporation TZITe 2T 134MB  0.030729
[#5] Microsoft Visual C++ 2008 Redistributable - x64 9 Microsoft Corporation 11152018 10.8ME  0.0.30720.6161
[ Microsaft Visual C++ 2008 Redistributable - x86 9.0.3..  Microsoft Corporation 1/15/2018 945MB  8.030729
[®] Microsoft Wisual C++ 2010 x84 Redistributable - 10.0... Microsoft Corporation 121572017 277MB 10.040219
[ Microsaft Wisual C++ 2010 %86 Redistributable - 10.0...  Microsoft Corporation 12/15/2017 222MB 10.040219
ﬁMicroso& Wiswal C++ 2012 Redistributable (x88) - 11.0.. Microsoft Corporation 1211872017 173 MB 110610300
ﬁMicmm& Wisual C++ 2015 Redistributable (x86) - 14.0.. Microsoft Carporation 1211802017 19.5MB 140242151
ﬁMi[mm&\hsua\ Studio 2010 Tools for Office Runtime...  Microsoft Corporation 11272018 10.6MB  10.0.50903
@ Mozilla Firefox 52.5.2 ESR (x86 en-US) Mozilla 1A1z2/2018 90.6MB 5252 v
G Microsoft Corporation Product version:  16.0.9330.2087

(6) When “Done uninstalling!” comes
After that, restart your computer.

up, click [Close] to close the message box.
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(7) After your computer restarts, go to the [Uninstall a program] screen you opened
for steps (1) and (2), and confirm that Office 365 ProPlus has been uninstalled.
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This completes uninstallation of Office 365 ProPlus.
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