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Introduction

Bloomsburg University now offers Microsoft Office 2016 for Mac to all active students with a
“@huskies.bloomu.edu” account. Microsoft Office 2016 for Mac offers students access to a myriad of
Office products and may be installed on up to five computers. Office 2016 for Mac offers the following
Office applications:

e Word

e Excel

e OneNote
e QOutlook

e PowerPoint

System Requirements

Microsoft Office 2016 for Mac requires you to be running at least Mac OS 10.10 (Yosemite).

To check your current software version, go to About This Mac from the Apple menu.

Mac 0S 10.10 (Yosemite) is generally a free upgrade for Macs newer than Summer 2009. To qualify for
the free upgrade, your Mac must be running one of the below compatible software versions on one of
the below compatible hardware models. To upgrade, select Software Update from the Apple Menu or
search the App Store for “OS X Yosemite”.

Software version compatibility for free upgrade to Mac OS 10.10 (Yosemite):

e OS X Snow Leopard (v10.6.8)
e OS X Lion (v10.7)

e OS X Mountain Lion (v10.8)
e OS X Mavericks (v10.9)

Hardware model compatibility for free upgrade to Mac OS 10.10 (Yosemite):

e iMac (Mid 2007 or newer)

o MacBook (Late 2008 Aluminum, or Early 2009 or newer)
e MacBook Pro (Mid/Late 2007 or newer)

e MacBook Air (Late 2008 or newer)

e Mac mini (Early 2009 or newer)

e Mac Pro (Early 2008 or newer)

o Xserve (Early 2009)

Additional requirements are available (as of 8/1/15) at: http://www.apple.com/osx/how-to-upgrade/

Important Note: If you are not running at least Mac OS 10.10 (Yosemite) and you do not first upgrade
to Mac 0OS 10.10 (Yosemite), Office 2011 for Mac may be listed as available, but it should not be
installed. Office 2011 for Mac does not support modern authentication, so you will be unable to
activate it once it’s installed due to an incompatibility the product has with HuskyID Single Sign-On.


http://www.apple.com/osx/how-to-upgrade/

Installing Microsoft Office 2016 for Mac

Microsoft Office 2016 for Mac is available online to students with an active HuskyID at Bloomsburg
University. Office 2016 for Mac can be downloaded by visiting your BU student e-mail account. To begin,
do the following:

1. Login to your e-mail by visiting http://mail.huskies.bloomu.edu/ and selecting Log on as Student
(@huskies.bloomu.edu)

Student/Alumni Email Logon
To log on, choose your account type:

Log on as Student {@huskies.bloomu.edu)

Log on as Alumni (@alumnibloomu.edu)

2. After clicking Log on as student, you will be prompted to enter your Husky ID just as you
normally would. Should you be unable to login, use the Forgot My Password function on the

logon window.

4 )

H USle D Single Sign-On Important information regarding your privacy and identity:

» HuskylD Single Sign-On [{S50) permits you to sign on a single time and
access multiple resources. You will remain signed on until all web browser
windows are closed.

HuskylD:
f(OUR HUSKY ID l ;?nfcsﬁzed.a_ web browser windows and quit/exit your browser when you're
Password: » Mever share your password with anyone.
[ l »» Mever send your password in an e-mail message.
Thisis 2 private system far use of Bloomsburg University Faculty, Staff, and Students ony. » Only enter your HuskylD password on web pages with addresses such as

Unautharized scosss is prohibited. ! : ° o N ;
https://something. bloomu.edu/ or https://something.passhe.edu/.

[#] Forgot My Password [@ Sign On » Check the Account/Password Phishing Information page for detailed
\ ’ information regarding scams targeted at Bloomsburg University users.

» Additional HuskylD Single Sign-0n information.



http://mail.huskies.bloomu.edu/

3. Once logged in to your e-mail, clicking the gear icon will display the settings menu. Type
“Software” in the search box, then click the “Install Software” search result. [Alternatively
currently you can scroll down the gear menu and click “Office 365” under “My Apps”, then click
on “Install Software”.]
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4. Confirm it says Office 2016 for Mac and click Install. The installer will begin downloading.
Please be patient as the installer is a very large file.

[ IO ) m portal.office.com & i ()

Mail - Firstname Lastname - Outlook Software

B Office 365

Software

Office Office
Tools & add-ins

Manage installs
Phone & tablet

‘Want to deactivate Office on one computer and install it on another? Go to My account
> Install status.

Install Office 2016 for Mac (Recommended)

This will install the following apps on your computer: Word, Excel, PowerPoint, Outlook
and OneNote.

G E QT E

Word Excel  PowerPoint Outlook  OneNote
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5. Wait for the download to finish and then launch the downloaded file from Downloads on your
dock. By default, the file will be downloaded to your Downloads folder.
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6. When the installer launches, click Continue twice.

2@ 0 w Install Microsoft Office 2016 for Mac ]

Welcome to the Microsoft Office 20186 for Mac Installer

You will be guided through the steps necessary to install this

» Introduction software.

o License
Destination Select
Installation Type
Installation

Summary

Continue




[ ] '« Install Microseft Office 2016 for Mac =

Software License Agreement

English =
@ Introduction .

o License MICROSOFT SOFTWARE LICENSE TERMS
OFFICE 2016 DESKTOP Last updated July 2015
Destination Select IF YOU LIVE IN (OR IF YOUR PRINCIPAL PLACE OF BUSINESS IS IN)
THE UNITED STATES, PLEASE READ THE BINDING ARBITRATION
Installation Type CLAUSE AND CLASS ACTION WAIVER IN SECTION 9. IT AFFECTS
: HOW DISPUTES ARE RESOLVED.
Installation Thank you for choosing Microsoftl

Depending on how you obtained the Office software, this is a license
agreement between (i) you and the device manufacturer or software
installer that distributes the software with your device; or (i) you and
Microsoft Corporation (or, based on where you live or if a business where
your principal place of business is located, one of its affiliates) if you
acquired the software from a retailer. Microsoft is the device manufacturer
for devices produced by Microsoft or one of its affiliates, and Microsoft is
the retailer if you acquired the software directly from Microsoft.

This agreement describes your rights and the conditions upon which you
may use the Office software. You should review the entire agreement,
including any printed paper license terms that accompany the software
and any linked terms, because all of the terms are important and together
create this agreement that applies to you. You can review linked terms by

Summary

Print... Save... Go Back Continue

7. If you agree to the software license agreement, click Agree.

w Install Microsoft Office 2016 for Mac ]

To continue installing the software you must agree to the terms of
the software license agreement.

e Int Click Agree to continue or click Disagree to cancel the installation and

» Lie quit the Installer.
De IN)

Ing Read License Disagree Agree

Ing

Depending on how you obtained the Office software, this is a license
agreement between (i) you and the device manufacturer or software
installer that distributes the software with your device; or (ii) you and
Microsoft Corporation (or, based on where you live or if a business where
your principal place of business is located, one of its affiliates) if you
acquired the software from a retailer. Microsoft is the device manufacturer
for devices produced by Microsoft or one of its affiliates, and Microsoft is
the retailer if you acquired the software directly from Microsoit.

This agreement describes your rights and the conditions upon which you
may use the Office software. You should review the entire agreement,
including any printed paper license terms that accompany the software
and any linked terms, because all of the terms are important and together
create this agreement that applies to you. You can review linked terms by

Summary

Print... Save... Go Back Continue




8. Next, choose the installation options of your choice. To install for all users on the primary
system hard disk, click on “Install for all users of this computer” and click Continue.

®0 ‘w Install Microsoft Office 2016 for Mac a1

Select a Destination

@ Introduction How do you want to install this software?
@ License
@ Destination Select .
®  nstall for all users of this computer
Installation Type
Installation

Install for me only
Summary

H Install on a specific disk...

Installing this software reguires 7.44 GB of space.

You have chosen to install this software for all users of this
computer.

Go Back

9. Confirm the default install location on the chosen hard disk by clicking Install.

®0 ‘e Install Microsoft Office 2016 for Mac a

Standard Install on "Macintosh HD"

o Introduction This will take 7.44 GB of space on your computer.

» License Click Install to perform a standard installation of this software
far all users of this computer. All users of this computer will be

© Destination Select able to use this software.

® Installation Type
Installation

Summary

Change Install Location...

Customize Ga Back Install




10. To verify you want to install software to your Mac, you must enter your local Mac administrator
username and password and click Install Software. Note this is not your HuskyID credentials.

) Installer is trying to install new software. Type

I i your password to allow this.

Username: | mac-username |

Pﬂss‘wnrd: IlI.lI.ll

Cangel Install Software

11. Please wait while Office 2016 for Mac is installed.

(o) No ‘w Install Microsoft Office 2016 for Mac a8

Installing Microsoft Office 2016 for Mac

Introduction
License
Destination Select

Installation Type Writing files...
Installation

——
Summary

Install time remaining: About 3 minutes




12. When installation is finished you will see “The installation was successful.”. Click Close.

e 0

‘e Install Microsoft Office 2016 for Mac

[~

Introduction
License
Destination Select
Installation Type

Installation

Summary

The installation was completed successfully.

The installation was successful.

The software was installed.

13. Next you need to open one of the applications, such as Microsoft Word. Launch it from

Applications within Finder or through Spotlight search.
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14. You will see the “What’s New in Word” dialog. Click Get Started.

@ Word 2016 for Mac

What's New in Word

Unmistakably Office, Designed for Mac
Modern Office design now fully optimized for the Mac. including
Retina display and full screen view.

Redesigned Ribbon and New Task Panes
All the power of Office now organized the same way across Mac
and Windows.

Cloud Connected
Access your recent documents on any device through seamless
integration with OneDrive, SharePoint, and more.

New Tools and Improved Features
New Design Ribbon, sharing options, online templates, reference
tools, mail merge, and more.

Threaded Comments

Easily track comments and reply to others, so you can have helpful
conversations where they matter.

Get started >

10



15. Next you will see the Sign In to Activate Office window. Click Sign In.

[ ] ‘Word 2016 for Mac

] Office

Sign In to Activate Office

Sign in with the Microsoft account that you used to purchase Office or with
the account assigned to you by your work or school.

< Back

16. Enter your full huskies.bloomu.edu email address and click Next.

[ ] Word 2016 for Mac

Sign in

What email address or phone number would you like to use to
sign in to Word? (If you already have an account that you use
with Office or other Microsoft services, enter it here).

| abc12345@huskjes.bloomu.edu\

Privacy statement

< Back

11



17. If you have a personal Microsoft account using your huskies.bloomu.edu email address, you may
get prompted to select which account to use. Be sure to choose “Work account” and “Work or
school account” if you are prompted with these questions. Otherwise you can skip ahead.

[ ] Word 20186 for Mac

We Need a Little More Help

What email address or phone number would you like to use to sign
in to Word? (If you already have an account that you use with Office
or other Microsoft services, enter it here).

Microsoft account

Sign in with the account you use for OneDrive, Xbox LIVE,
Outlook.com, or other Microsoft services.

[

When you sign in, your documents and settings are online
Privacy statement

< Back

[ ] Word 2016 for Mac

] Office 365

It looks like vk99999@huskies.bloomu.edu is used with more
than one account. Which account do you want to use?

Work or school account
Assigned by your work or school

Microsoft account

Personal account

=W Your work or school account can be used anywhere you see this symbol.
TN © 2015 Microsoft Terms of use Privacy & Cookies

< Back ‘
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18. You will be forwarded to the HuskyID Single Sign-On page to activate your copy of Microsoft
Office 2016 for Mac. Enter your HuskylID and password and click Sign On.

[ ] Word 2016 for Mac

Bloomsburg University

OF PENNSYLVANIA ¥

System Status
Internet © outages
MNetwork © ocutages

Servers 0 outages
WiFi 0 outages

Updated: Aug 2g 555 PM

HuskylD Single Sign-On

HuskylD:

|.1bc123-’-5@huskics.bloomu.edu I

Password:

This is a private system for use of Bloomsburg University Faculty, Staff, and Students only.
Unauthorized access is prohibited.

[#] Forgot My Password [&] Sign On

IMPORTANT INFORMATION

= HuskylD Single Sign-On (SS0) permits you to sign on a single time and
access multiple resources. You will remain signed on until all web

S m Lk e, il e ) i i i

£ Back
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19. Once successfully activated you will be asked about your Office theme. You may choose
Colorful or Classic depending on your personal preference, then click Continue.

[ ] Word 2016 for Mac

How would you like Office to look?

You can always change the theme later on under
Preferences > General.

Choose your theme: ° Colorful
) Classic

20. Click Start Using Word to close the activation window and open Microsoft Word.

[ ] Word 2016 for Mac

You're All Set

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

Start Using Word




Congratulations! This concludes Office 2016 for Mac installation and activation. You do not need to
remain connected to the Internet to use Office 2016 for Mac, but the Mac will need to connect to the
Internet at least once every 30 days for Microsoft Office to remain fully functional. If you are offline for
more than 30 days, Office 2016 for Mac enters reduced functionality mode until the next time a
connection can be made to the Office365 Activation and Validation service. We recommend you allow
Microsoft AutoUpdate to periodically install security and bug fixes for Microsoft Office.

Manage/Deactivate Installations

Each student is currently entitled to 5 installations for personal use. To manage the installations and
deactivate an outdated installation to make room for a new installation, follow steps 1-4 from the install
guide to get back to the Install Software section of the Office 365 within your student email account
webmail. At the top of this page you will see a “Manage Installs” section with text “Want to deactivate
Office on one computer and install it on another? Go to My account > Install status.” Click on “Install
Status” to see a list of your current installs. To remove one, find the one you want to remove and click
Deactivate. Then confirm you want to remove it by clicking Yes. This will free up one of the 5 licenses
so that you can activate another Microsoft Office install in its place. If you still have office installed on a
computer which you deactivate, Office enters reduced functionality mode. If it was a mistake, simply
log back in to Office to reactivate it. Please note that deactivating a license will not uninstall Office from
the computer, but rather just un-license it.

o0 ® < (2] portal.office.com ¢ (+] [ui] (al

Mail - Firstname Lastname - Outlook My account aF

Office 365 My account

Install status

My account
¥ . Manage your PC and Mac installs here.

Install desktop applications

] Office

Subscriptions Detected installs: 4

Personal info

?
8
L2

Security & privacy

App permissions

Install status

Settings

BU's MacBook Pro
Mae OSX 10.11.6

[l Deactivate

WIN-50JT4R66HQ8

Microsoft Windows 7 Enterprise

i Deactivate

WIN-50JT4R66HQ8

Microsoft Windows 7 Enterprise

@ Deactivate

WIN-50JT4R66HQ8

Micrasoft Windows 7 Enterprise

@ Deactivate
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What happens after | leave Bloomsburg University?

After you leave Bloomsburg University, you may no longer use Microsoft Office free of charge. Your
installed Microsoft Office products will automatically be converted to trials. If you wish to retain
Microsoft Office, you may purchase a subscription through Microsoft using a personal email account and
then reactivate the product with your personal email account. Even if you opt-in to keep your email
account and it gets converted to an alumni.bloomu.edu email account, you should not try to purchase a
personal office365 license for your alumni.bloomu.edu office365 account as this will likely not work.

How do | uninstall Office 2016 for Mac?

Information is available (as of 8/1/15) on Microsoft’s website: https://support.office.com/en-
ca/article/Uninstall-Office-2016-for-Mac-eefal199-5b58-43af-8a3d-b73dcla8cae3

Microsoft Office for your Mobile Device is also available

Please be aware that in addition to installing Microsoft Office software to PC and Mac computers, there
are also versions available for i0S and Android. You can download the applications from the Android
Play Store or the Apple App Store. Please note that if you attempt to connect to your OneDrive from
the OneDrive app and it asks which type of OneDrive you have, your huskies account OneDrive is
considered “OneDrive for Business”. For additional information regarding Office365 offerings for
mobile devices as well as direct links to the apps available, follow steps 1-4 from the install guide to get
back to the Install Software section of the Office 365 within your student email account webmail. Next,
click on the Phone & Tablet tab on the left side and then choose your mobile device platform.

[ IO Em] portal.office.com ¢ th (m]}
Mail - Firstname Lastname - Qutlook Software =
‘
Software
Office Choose your phone or tablet
Tools & add-ins
Phone & tablet Phone Tablet
Windows Phone Windows tablet
Windows 10 Mobile iPad
iPhone Android tablet

Android phone
BlackBerry®
Nokia (Symbian 0S)

Other
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