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How to Download and Install Microsoft Office 365

Microsoft applications such as Word, Excel, and PowerPoint, are essential tools for many courses at
Germanna. This handout will demonstrate how to download and install these programs on Windows

and Mac devices.
How to Access Microsoft Office 365

Germanna students have free access to Microsoft Office 365 applications. The first step to
downloading the applications to your computer is to visit the Microsoft Office website,
https://portal.office.com/.

Once you are on the website, click the “Sign in” button.

Welcome to Office

Your place to create, communicate, collaborate, and get great work done.

Sign up for the free version of Office >

Provided by How to Download and Install Microsoft Office 365
The Academic Center for Excellence 1 August 2025


https://portal.office.com/

GERMANNA

ACADEMIC CENTER
FOR EXCELLENCE

After you click the “Sign in” button, you will be prompted to enter an email address. Use your
Germanna student email address, which is your MyGCC username with the domain @email.vccs.edu,
for example, daj228@email.vces.edu.

B® Microsoft

Sign in

Email, phone, or Skype

No account? Create one!

Can’t access your account?

Back Next

Q Sign-in options

Then, when prompted to enter a password, you should enter the same password that you use to sign
in to MyGCC.

JVirgi11i1l'§
& daj2408@email.vces.edu

Enter password

’asswora
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After you successfully sign in, you will see a similar screen to the image shown below. To start
downloading Word, Excel, PowerPoint, etc., click the “Apps” button to the left, and then click “Office

365 apps.”
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The following sections include instructions for how to download and install applications on Windows

and Mac devices. The links shown below go to their respective sections.

Downloading and installing the applications on a Windows device

Downloading and installing the applications on a Mac device
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Downloading and installing the applications on a Windows device

When “Office 365 apps” is selected, a setup file will begin downloading. Once it finishes, navigate to
your File Explorer, click “Downloads,” and then double click the “OfficeSetup” file.

Just a few more steps...

==

@ Click Run @ Say "yes" © Stay online

Click the Setup file at the bottom of the Click Yes to start installing. After installation, start Office and sign in

screen, with the account you use for Office 365:
daj2408@email vees edu.

Need help installing?

= | Downloads
Home Share Wiew
~ v o & > ThisPC > Downloads v | O 2 Search Downloads
~ Name Date modified Type Size

3 Quick access

I Desktop
- 4 Downloads

Documents
1 & Pictures

ACE Files
=~ DJohnson (\\FFS\ho

~ Toeay
| OfficeSetup 3/30/2022 10:37 AM Application 7971 KB

% %% %

Handouts
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After double-clicking on the OfficeSetup file, a loading screen will appear, and then the Office
applications will begin downloading and installing.

BY Microsoft X

S =
o @@ S

Please stay online while Office downloads

We'll be done in just a moment.

When the process is complete, a new prompt will appear stating that Office is installed.

B¥ Microsoft

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

Close

Upon opening one of the Office applications, you may be asked to sign in to receive access to all of
the application’s features. The sign-in information that you should use is your Germanna student
email address and MyGCC password.
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Downloading and installing the applications on a Mac device

When “Office 365 apps” is selected, the download will begin. Once it finishes, navigate to your
Finder.

Flle Edit View History Bookmarks Window Help % B Thull33AM Name Q =

& office.com

uuuuuuuuuuuuuu

When you open the Finder, click “Downloads,” and double click the Microsoft Office installer that
was downloaded.

[ Downloads

W | Microsoft Office 1
6.60.22...taller.pkg
20368
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After opening the installer, you will see the window that is shown in the image below. Click
“Continue” or “Install” as they appear in the bottom of the window to move on to the next step.

@ Install Microsoft Office

Welcome to the Microsoft Office Installer

e Introduction You will be guided through the steps necessary to install this
software.

Continue

& Install Microsoft Office

Software License Agreement

English )
Introduction &

@ License Enterprise Customers: If you are an Enterprise customer, the below terms
do not apply to you, and your use of the subscription service/software is
subject to the terms and conditions of the volume license agreement you
agreed to when you signed up for the subscription and by which you
acquired the license for the software. You may not use the service/
software if you have not validly acquired a license from Microsoft or its
i d If your is a Microsoft customer, it has
enabled you to use certain connected services in Microsoft 365. You may
also have access to other connected services from Microsoft, which are
covered by separate terms and privacy commitments. Learn more about

Microsoft’s other d services at https /s
92¢234f1-dc91-4dc1-925d-6c90fc3816d8.

pport.office. ticle/

MICROSOFT SOFTWARE LICENSE TERMS
OFFICE 2021 DESKTOP  Last updated September 2021

IF YOU LIVE IN (OR IF YOUR PRINCIPAL PLACE OF BUSINESS IS IN) THE
UNITED STATES, PLEASE READ THE BINDING ARBITRATION CLAUSE
AND CLASS ACTION WAIVER IN SECTION 10. IT AFFECTS HOW
DISPUTES ARE RESOLVED.

Go Back Continue
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& Install Microsoft Office

Standard Install on “Macintosh HD"

Introduction This will take 10.15 GB of space on your computer.

License Click Install to perform a standard installation of this software
Destination Select on the disk “Macintosh HD".

@ Installation Type

Change Install Location...

Customize Go Back Install

After clicking “Install,” you will be prompted to enter the username and password that you use to log
into your computer. Enter that information, click “Install Software,” and wait for the installation to

complete.

Introduct = Installer is trying to install new software.

License i IEV: Enter your password to allow this.

Dest User Name: Name

Installatic

e Installati FEEEE i“
Install Software
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« Install Microsoft Office

Installing Microsoft Office

Introduction
License
Destination Select
Installation Type

Writing files...

e Installation
==

When the installation is complete, click “Close,” and then move the installer to the trash when
prompted.

'« Install Microsoft Office

llation was cc¢ | d succe: fully,

Introduction
License
Destination Select
Installation Type

Installation

The installation was successful.

e Summary
The software was installed.
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w Install Microsoft Office

Do you want to move the “Microsoft Office”
Installer to the Trash?

Introductic To keep this package in its current location,
click Keep.
License = _
- Move to Trash
Destinatiot

Installation Type

inSiSliaton The installation was successful.

e Summary
The software was installed.

After the installer is moved to the trash, locate the app that you want to open. To do this, open the
Finder, click on “Applications,” and double click the desired application to open it.

| Applications
t a

Favorites
@ AirDrop

Recents i

&5 Desktop Microsoft Excel Microsoft Microsoft Outlook Microsoft Microsoft Teams
IB Documents OneNote PowerPoint

o Downloads

Tags m .

@ Red
Orange

Microsoft Word OneDrive

Yellow

@ Green Previous 30 Days
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Once you choose an application, you will be prompted to sign in. The credentials that you use should

match your Germanna student email address and MyGCC password.

Provided by

Get started with Office

v/ Use your work, school, or personal Microsoft account information

/' Create and collaborate with Word, Excel, PowerPoint, and Outlook

v/ Save and share documents across devices with OneDrive cloud storage

H E S
3 & e

Sign in or create account

Skip to read-only mode >

B® Microsoft

Sign in

No account? Create one!

©2022 Microsoft  Privacy statement

< Back
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After the correct login credentials are entered, you can begin using the application that you selected.

You're all set

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

X

{,5??} ss%
| |

| \ ?3"
N’

Start Using Word

Additional resources

The Academic Center for Excellence (ACE) provides free on-campus and online tutoring. To schedule
an appointment with a tutor, please call the ACE office at (540) 891-3017 or email
ACE@germanna.edu.
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