Microsoft Student Advantage Office 365 Pro Plus

] Office 365

STUDENT ADVANTAGE

We are now offering Office 365 ProPlus to all students. This entitles students to download local
copies of the full version of Microsoft Office including familiar Office applications like Word, Excel,
PowerPoint, Outlook, OneNote, Access, Lync and Publisher on up to 5 personal devices.

Office 365 ProPlus is not a web-based version of Office. Instead it runs locally on your device so that
you don't need to be connected to the Internet all the time to use it.

To use Office 365 ProPlus, you must log into your Office 365 account every 30 days in order to
maintain full functionality of ProPlus.

In order to qualify you must be a current student on an active course. As a result your licence will run
from the date you requested it to the 31% July of each year.

At this point the licence will be removed from your account unless you are a returning student. This
means that if you are continuing a course (progressing from year 1 to year 2 for example) or are
enrolled on a new course your licence will stay active and automatically roll over to the next year.

What is included with Office 365 ProPlus subscription licence?
Office 365 ProPlus for PC (Office 2013 ProPlus base applications)
Office 365 ProPlus for Mac (Office 2011 for Mac base applications)
Office Mobile for iPhone/iPod Touch
Office Mobile for Android

Office 365 ProPlus Details
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Office 365
ProPlus for

PC

How to download / What you
get?

Download the application via your web
based email account, see details at the
bottom of this page.

What you get:

Word 2013
Excel 2013
PowerPoint 2013
OneNote 2013
Access 2013
Publisher 2013
Outlook 2013
Lync 2013
InfoPath 2013

Help and
Support

Below is a link to
some excellent
training guides on
Office 2013:

What's new
Learn the basics
Quick start guides

Video tutorials
Microsoft online

help resources

System
Requirements

Windows Server 2008 R2
Windows 7
Windows Server 2012

Windows 8
32-bit Office can be installed
on 32-bit or 64-bit operating
systems.
However 64-bit Office can
only be installed on 64-bit
operating system.
To find out if you have 32-bit
or 64-bit Windows, click the
start button, right-click
Computer then click
Properties, then under
System Type you should see
either 32-bit or 64-bit
operating system.
Computer and processor

1 GHZ or faster x86 or 64-bit
processor with SSE2
instruction set.
Memory


http://office.microsoft.com/en-us/support/getting-started-with-office-2013-FX102809998.aspx
http://office.microsoft.com/en-us/support/getting-started-with-office-2013-FX102809998.aspx
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Office 365
ProPlus for
Mac

all

Office
Mobile for
iPhonel/iPod
Touch
iPad users
can
download
the iPhone
version

-9
ir’I
Office
Mobile for
Android
Phones*

Download the application via your web
based email account, see details at the
bottom of this page.

What you get:

Word 2011
Excel 2011
PowerPoint 2011
Outlook 2011

Download the Office Mobile for Office
365

application from the App Store.

What you get:

Word Mobile

Excel Mobile

PowerPoint Mobile

OneNote and Lync Mobile

(available as separate download)

More options from Microsoft

Download the Office Mobile for Office
365

app from the Play Store.

What you get:

Word Mobile

Excel Mobile

PowerPoint Mobile

OneNote and Lync Mobile

(available as separate download)

More options from Microsoft

Here are some
excellent training
guides on Office
for Mac 2011:

Help for Word 2011
Help for Excel 2011
Help for Outlook
2011

Help for PowerPoint
2011

Here are some
help guides on
Office Mobile for
iPhone/iPod
Touch:

FAQs, share

documents, connect
to Skydrive or
SharePoint
features of Word
Excel and
Powerpoint, and
more.

Signing in
Navigating, Word
Excel, Powerpoint
Settings, FAQs

Here are some
help guides on
Office Mobile for
Android:

FAQs, share
documents, features
of Word, Excel and
Powerpoint, and
more.

Signing in
Navigating, Word
Excel, Powerpoint
Settings, FAQs

Installation

1 GB RAM (32-bit)

2 GB RAM (64-bit)
recommended for graphics
features,

Outlook Instant Search, and
certain advanced functionality.
Disk space

3 gigabytes (GB)

Monitor resolution

1024 x 768

A Mac computer with an Intel
processor.

Mac OS X version 10.5.8 or
later (see versions)

1 GB of RAM recommended
2.5 GB of available hard disk
space

HFS+ hard disk format (also
known as Mac OS Extended
or HFS Plus)

DVD drive or connection to a
local area network (if installing
over a network)

1280 x 768 or higher
resolution monitor

iPhone 4

iPhone 5

iPhone 5s

iPod Touch 5th generation

iPad users can download the
iPhone version, however the
resolution would be as
detailed as applications
developed for iPhone.

All devices above must be
running iOS 6.1 minimum

(see versions)

Android phones running OS
4.0 or greater (see versions)

(* not compatible with some
Android
devices that are not a phone)

Android touch enabled
smartphones only

Office 365 Pro Plus is provided as a download. You will require a good internet connection and will
need to stay online until the installation is complete.

How can | get Office 365 ProPlus on Windows and Apple Mac?
Note: for iPhone/iPod Touch/iPad and Android, see the download info in the table higher up.
For Windows and Mac OSX follow through the rest of this guide:


http://office.microsoft.com/en-us/support/redir/HA103528093.aspx
http://office.microsoft.com/en-us/support/redir/HA103526326.aspx
http://office.microsoft.com/en-us/support/redir/HA103528304.aspx
http://office.microsoft.com/en-us/support/redir/HA103528304.aspx
http://office.microsoft.com/en-us/support/redir/HA103528343.aspx
http://office.microsoft.com/en-us/support/redir/HA103528343.aspx
http://help.chi.ac.uk/node/465
https://itunes.apple.com/gb/app/office-mobile-for-office-365/id541164041
http://office.microsoft.com/en-us/mobile/#a
http://office.microsoft.com/en-us/support/microsoft-office-mobile-for-iphone-help-HA103461982.aspx
http://office.microsoft.com/en-us/support/microsoft-office-mobile-for-iphone-help-HA103461982.aspx
http://office.microsoft.com/en-us/support/microsoft-office-mobile-for-iphone-help-HA103461982.aspx
http://office.microsoft.com/en-us/support/microsoft-office-mobile-for-iphone-help-HA103461982.aspx
http://office.microsoft.com/en-us/support/microsoft-office-mobile-for-iphone-help-HA103461982.aspx
http://office.microsoft.com/en-us/support/microsoft-office-mobile-for-iphone-help-HA103461982.aspx
http://office.microsoft.com/en-us/support/microsoft-office-mobile-for-iphone-help-HA103461982.aspx
http://office.microsoft.com/en-us/support/microsoft-office-mobile-for-iphone-help-HA103461982.aspx
http://blogs.office.com/b/office365tech/archive/2013/06/14/office-mobile-for-iphone.aspx
http://blogs.office.com/b/office365tech/archive/2013/06/14/office-mobile-for-iphone.aspx
http://blogs.office.com/b/office365tech/archive/2013/06/14/office-mobile-for-iphone.aspx
http://blogs.office.com/b/office365tech/archive/2013/06/14/office-mobile-for-iphone.aspx
http://help.chi.ac.uk/node/465
https://play.google.com/store/apps/details?id=com.microsoft.office.officehub&rdid=com.microsoft.office.officehub
http://office.microsoft.com/en-us/mobile/
http://office.microsoft.com/en-us/mobile/office-mobile-for-android-phones-HA103993867.aspx
http://office.microsoft.com/en-us/mobile/office-mobile-for-android-phones-HA103993867.aspx
http://office.microsoft.com/en-us/mobile/office-mobile-for-android-phones-HA103993867.aspx
http://office.microsoft.com/en-us/mobile/office-mobile-for-android-phones-HA103993867.aspx
http://office.microsoft.com/en-us/mobile/office-mobile-for-android-phones-HA103993867.aspx
http://blogs.office.com/b/office365tech/archive/2013/07/31/office-mobile-for-android-phones.aspx
http://blogs.office.com/b/office365tech/archive/2013/07/31/office-mobile-for-android-phones.aspx
http://blogs.office.com/b/office365tech/archive/2013/07/31/office-mobile-for-android-phones.aspx
http://blogs.office.com/b/office365tech/archive/2013/07/31/office-mobile-for-android-phones.aspx
http://help.chi.ac.uk/node/465

If you already have Office 2010 or a previous version, it is recommended that you firstly uninstall
Office from Add/Remove Programs, then reboot your computer

Open your Office 365 live.oldham.ac.uk email at https://www.outlook.com/oldham.ac.uk

Click the cog in the top right corner

Outlook Calendar People Newsfeed SkyDrive Sites ees Admin » EEEERAERLIE SN S S -

Then select Office 365 Settings

Dave Johanson = £

refresh
Set automatic replies
Display settings

Manage apps

Change theme

Cpticns

Office 365 settings

Next choose Software

I Office 365

Office 365 settings

me

dave@lve.cldham.ac.uk

software

Install and manage software.

password

Change your password,

Make sure Office is selected in the left menu


https://www.outlook.com/oldham.ac.uk

software
Office Office
tools & add-ins
Install the latest version of Office
desktop setup
This will install the latest version of the following programs on your computer: Word, Excel, PowerPoint, OneNote, Acces
phone & tablet Publisher, Outlook, Lync, InfoPath,
Word Excel PowerPoint OneNote  Access  Publisher Outlook Lync InfoPath
Language: Version:
English (United States) El 32-bit (recommended) advanced
Note: Installing additional languages on a computer that already has this version of Office doesn’t count against your
install limit (3).
Review system requirements

Mac users: can go ahead and click Install.

If prompted to enter either a product key or sign in, click Sign in to an existing Office 365
subscription then for authentication use your full idnumber@live.oldham.ac.uk email address and
password (not just your username).

Windows users: if you are happy to install the default *32-bit version, then go ahead and click Install.
* Note for Windows users: the 32-bit installer can be installed on both 32-bit and 64-bit versions of

Windows. If you have 64-bit Windows then you may prefer to download the 64-bit version, you can do
this by clicking Advanced then changing the dropdown list to 64-bit, before clicking Install.

Language: Version: Which version is right for me?

English (United States) - 64-bit B3

To find out if you have a 32-bit or 64-bit version of Windows:
On Windows 7: click the Start button, right-click Computer then click Properties, then under
System Type you should see either 32-bit or 64-bit operating system

Systemn
Rating: m Windows Experience Index
Processor: Intel(R) Celeron(R) CPU E3400 @ 260GHz 260 GHz

Installed memory (RAM): 400 GB (3.21 GB usable

Systemn type: 32-bit Operating Systern

Pen and Touch: Mo Pen or Touch Input is available for this Display

On Windows 8.0: on your keyboard press Windows Key and D together (to put into desktop mode),
then hover the mouse in very bottom right corner, and from the popup menu click Settings, then PC
Info.

On Windows 8.1: right-click the Start button then click System.



Configuring Outlook

To configure outlook for use with your Office 365 account click the Start button, then click on Control
Panel

Control Panel

Devices and Prninters
Help and Support

Run...

P Al Programs

1
Search programs and files 2 | W shutdown | »

Select the Category drop down and select Small Icons

Adjust your computer's settings View by:J Category ~

@ Category
Il System and Security User Accounts Ioratees
W oo § g s

Find and fix problems

. Network and Internet
ﬁh View network status and tasks
e,

Choose homegroup and sharing eptions
Ease of Access

i Hardware and Sound
View devices and printers
| Add a device
Let Windows suggest settings

L Programs
h-" | g;"::g;g:gram Optimize visual display

Appearance and Personalization
Change the theme

Change desktop background

Adjust screen resolution

Clock, Language, and Region
Change keyboards or other input methods
Change display language

e §&



Click on the Mail Icon. On a 64bit system this will be called Mail (32-bit).

Adjust your computer’s settings

Action Center

BitLocker Drive Encryption ﬂ.’l
Default Programs
Display

Fonts

Intel(R) GMA Driver

Location and Other
Sensors

L i

In the Mail Setup, click on E-Mail Accounts

Administrative Tools

Color Management

Desktop Gadgets

Ease of Access Center

Getting Started

Internet Options

53

P Mail Setup - newwork

E-mail Accounts

Setup e-mail accounts and directories,

<A | E-mail Accounts... I
S
Data Files
I = Change settings for the files Cutlook uses to [ Data Filas, ]
i &@ store e-mail messages and documents, —_—
Profiles

Setup multiple profiles of e-mail accounts and
data files. Typically, you only need one.

@

[ Show Profiles... ]




Click on New

| Account Settings

E-mail Accounts
You can add or remove an account. You can select an account and change its settings.

E-mail |Da13 Files | RS5 Feeds | SharePoint Lists | Internet Calendars | Published Calendars I Address Books

B repair... Jf Change... @ Set asDefaul X Remove # 0@

Mame Type

In the setup box enter your Display name in the Your Name field. eg: Doe, John
Enter your email alias in the Email Address field. eg: 444444@live.oldham.ac.uk

Enter your password in the Password fields.
Click Next.




Add Mew Account @

Auto Account Setup
Click Mext to connect to the mail server and automatically configure your account settings.

@ E-mail Account
Your Name: Davel
Example: Ellen Adams

E-mail Address: idnumber @live. oldham.ac.uk

Example: ellen @contoso. com
Eassword: EREEEEEEELE
Retype Password: “““““‘1
Type the passward your Internet service provider has given you.

(") Text Messaging {SMS)

) Manually configure server settings or additional server types

b I Mext = I Cancel

Outlook will then try to connect to Microsoft and setup the mail connection. When this process has
completed, click Finish.

Add New Account @

Congratulations!

Configuring

Configuring e-mail server settings. This might take several minutes:

-

+"  Establish network connection

#

+"  Search for dave@live.oldham.ac.uk server settings

o

«"  Logon toserver

Your e-mail account is successfully configured.

[ Manually configure server settings Add another account... ]




On starting outlook you will be asked to re-enter your password.
Windows Security @

Microsoft Outlook

Connecting to dave@live.cldharm.ac.uk

| dave@live.oldham.ac.uk

| ‘ | Password ¢

[7] Remember my credentials

| ok || cancel |

It may take several minutes for Outlook to prepare for the first use.

& Microsoft Outlook

Outlock is setting up a local copy of your mailbox. It
may be several minutes until all of your data is available.

-

FAOs
How many machines/devices can | run this subscription on?
Each subscription licence allows you to run Office on up to five machines being Mac or PC. You can
also run Office Mobile for Android or Office Mobile for iPhone on up to 5 mobile devices.

Is this a full version Office?
Yes, this is full Office on the PC, Mac, iPhone/iPod Touch, and Android platform and all are available
for offline use.

Is there a getting started guide available?
Watch this video to learn about using Office and Office Web Apps in Office 365.

How long will the free subscription of Office 365 ProPlus last for?
You will be licenced for the duration of your course(s) because the licence is linked to your
live.oldham.ac.uk email account.

Could there be issues using Office 2013 ProPlus and Office 2010/2007 documents?

To open a Microsoft Word 2013 .docx or .docm file in Word 2010 or 2007, you don’t need to do
anything extra. Just open the file.

For previous versions of Office, you can view Microsoft's compatibility webpage.

Troubleshoot your Office installation
If you are having trouble accessing your account or password, please contact the 1.T.Support
department on |.T.Support

Please be aware that Office 365 Pro Plus is provided by Microsoft, therefore once you have
successfully logged in to your account all further support will be carried out by Microsoft Office
Support.


http://office.microsoft.com/en-us/office365-suite-help/redir/VA103133078.aspx?CTT=5&origin=HA102822111
http://office.microsoft.com/en-us/word-help/open-a-word-2013-document-in-an-earlier-version-of-word-HA102919730.aspx
mailto:support@oldham.ac.uk?subject=Student%20Request:
http://office.microsoft.com/en-us/support/?CTT=97
http://office.microsoft.com/en-us/support/?CTT=97

When you're installing, you may get a "Something went wrong...” error. Or, if you get some other

error, see General troubleshooting for installing Office 2013 and Office 365.

After you have Office installed, try creating a few documents. If an Office program looks blurry,
displays as all black or all white, the screen flickers, or looks different on different computers,
see Office 365 doesn'’t look right.



http://office.microsoft.com/en-us/office365-suite-help/redir/XT104051385.aspx?CTT=5&origin=HA102822111
http://office.microsoft.com/en-us/office365-suite-help/redir/XT104051387.aspx?CTT=5&origin=HA102822111
http://office.microsoft.com/en-us/office365-suite-help/redir/XT104168610.aspx?CTT=5&origin=HA102822111

