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IT Policies & Procedures
KB20930OFF002 - Microsoft Office
How to Install at Home for Students (Windows)

Purpose

Microsoft Office is available to all DET students for home use on personal computers. You install the
product at home, making use of your DET network credentials. Perform this procedure at home on a
personal internet connection. You will require roughly 4Gb of data to perform the download and
installation.

Procedure

1. Ensure that you know what your school Username and Password is. If you do not know what
either of these is, please contact a teacher for assistance.

2. Signinto (log onto) your computer and close all applications that may be open

Open your default Internet browser (preferably Chrome, Firefox, Edge or Internet Explorer)

4. Type http://owa.eqg.edu.au in the address bar (at the very top, not in Google search) then press
Enter on the keyboard

5. Type in your Username and Password, then tick the | agree box followed by clicking Sign in to
continue
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Managed Internet Service

Sign in with your username and password

Username * ‘ jblog123 ‘

1

2 EI agree to the conditions of use and privacy statement
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Change my password

Password ™ || essssssee

Search Mail and People jo,
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7. Select Office 365 ->

Office 365 —>

8. Wait for the new Internet tab to finish loading, select Install Office on the right side then Office

365 apps
O search
1 Install Office ~

Office 365 apps

mi * Includes Outlook, OneDrive for Business, 2
Word, Excel, PowerPoint, and more.

Class

Notebook Other install options

—>  Install a different language, the 64-bit version,
or other apps available with your subscription.

9. An'installer file will attempt to download (something like the following image depending on your
browser), Save the file
You have chosen to open:

[i2] ...723-44T£-2538-6e426b4c403b_TX_PR_Platform_def b_64_.exe

which is: Binary File (5.0 MB)
from: https://c2rsetup.officeapps.live.com

cance'

10. Open the file (double click) from where it has been downloaded or if the option is available in the
Internet browser select ‘Run’, you should then be prompted with a warning that looks similar to
the image below, select Yes

Would you like to save this file?

n Program name:  Microsoft Office
Verified publisher: Microsoft Corporation
File origin: Hard drive on this computer

(%) Show details [ No

Change when these notifications appear
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11. Office will download and install, the time this takes dependent on your Internet connection

1] office X
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Installing Office

We'll be done i just a moment

>

12. You will be prompted with the Microsoft Office License Agreement, select Accept
X

First things first.

This product also comes with Office Automatic Updates.

By clicking “Accept” you agree to the Microsoft Office License
el

View Agreement

13. A message will then pop up to inform you the installation is complete, select Close

1] Office

s

You're all set! Office is installed now
w

Click Start > down-arror

B

14. Restart your computer then sign in (log in)

15. Open Microsoft Word from the Start menu or search for ‘word' in Cortana (magnifying glass in
the taskbar)

16. Once Microsoft Word is open, it will prompt you to activate the product - you will not be able to
proceed until you finalise the activation, ensure that you sign in with your school account
credentials - Username with @eq.edu.au and your Password (e.g. jblog123@eqg.edu.au)

NOTE: This software is only for personal devices and will remain available as long as you're a QLD
state school student
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