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About

Available through your SLC email account, employees are given access to a FREE Microsoft
Office subscription that will allow you to install and use Microsoft Office software and
apps for FREE on up to 5 of your personal devices (including mobile devices)! This subscription
includes Microsoft Word, Microsoft Excel, Microsoft PowerPoint, Microsoft Teams, and Microsoft
Outlook. This subscription is dependent on a valid email address from the college.
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Please be aware that you will have fewer programs available to you for a Mac device.

You should also be sure to remove any old or trial versions of these products before you
download the free version. You will need to remove these old versions through your *Add or
remove programs’ in Settings>Apps & Features.

Downloading and Install MS Office Suite

1.

iAW

From your computer, Go to http://slc.me. We suggest you use ‘Google Chrome’ for the best
experience.

Enter your SLC Email Address as your username; Click ‘Next’

Enter your network password

Click on the ‘Sign in’ button

You will be prompted to use DUO Two-Factor Authentication
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6. Once you’re on the slc.me portal page, click on the 9 dots (waffle) in the top left-hand corner of the

screen.
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Your Experience | Your College | UR SLC

Contact ITS

ITS Maintenace Window Schedule

Blackboard

7. You will see all your Apps. Click on ‘Microsoft 365’

Apps
3R Outiook
il word
@ rowerroint
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All apps =

Microsoft 365

. OneDrive
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@ oneNote
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B whiteboard

Protect Yourself Online

12 Not following

Sexual Violence & Harassment Prevention
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8. Click on ‘Install apps’
Microsoft 365 P Sea 2 & ?
A
c® Welcome to Microsoft 365 Install apps
= N
® Recommended >

9. Click on ‘Microsoft 365 apps’

Install apps ~

Microsoft 365 apps
Includes Qutlook, Onelrive for Business,
Word, Excel, PowerPoint, and more.

&

Other install options
% Select a different language or install other
apps available with your subscription.
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10. Click on ‘OfficeSetup.exe’ that loads in the bottom left-hand corner of the window.

B Microsoft 365

Get started with Microsoft 365
P & R o

00y ware 15 abew N a5 13 e
g 0 your e

Q o

@ select "Open file™ after the Microsoft @ Sselect "Yes® to install on your device © Open any Microsoft 365 app and sign
installer downloads in:

Learn about Microsoft 365 Need help? Got it

1] OfficeSetup.exe ~ Show all

11. Follow the steps outlined to ‘Click Run’, Say ‘yes’, and if prompted, log in with your full SLC email
address.

B Microsoft 365

Get started with Microsoft 365
$ & R % dj

00y ware 15 aberw N a9 13 e
g 0 your e’

@ Sselect "Open file” after the Microsoft @ Select "Yes” to install on your device © Open any Microsoft 365 app and sign
installer downloads in:

Learn about Microsoft 365 Need help? Got it

1] OfficeSetup.exe ~ Show all
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12. After clicking the Run button, the ‘Please stay online while Office downloads’
message will display. After a few moments, the screen will then change to the
Installing Office window. This screen will display a progress bar at the bottom, and as

the bar progresses the logos for each of the programs included will become coloured.

a8 Microsoft

Please stay online while Office E' g @

downloads

@
We'll be done in just a moment. G u 6

13. Once the Office Apps are installed successfully, you will see the following screen:

B Microsoft

You're all set! ’. =

The Office apps are installed on your computer.

Close -
=
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14. Now that the Office 365 Suite is installed, you will need to activate the programs by
signing in to one of the programs for the first time. When logging in, on the first log in

screen, please enter your full SLC email address and select Next.

Signin

Type the email address or phone number of the account
you would like o use with Waord

Mext

T —

15. This will bring you to another log in screen. On this second log in screen, you will
again need to enter your full SLC email address and password and select the sign in

button. Once signed in the program will open.

16. You can manage your MS Office Suite Licenses from the ‘Other install options’ screen

when you click on ‘Apps & Devices'.

Install apps

Microsoft 365 apps
Includes Qutlook, OneDrive for Business,
Word, Excel, PowerPoint, and more.

Other install options
9 Select a diff erent language or install other

2 apps available with your subscription,
.
Apps & devices
@ My account
N Office GEEEEEFLEG a

',O,] Personal info

Language @ Version Install Offi
B sumepres [english (United States)  ~|  [B4-bit v nstal HHes

s DEVICES
Q Security & privacy
SIGN OUT OF OFFICE

& App permissions

:| B0214D01 Sign out
\L Py Bt — Microsoft Windows 10 Education
= :| LAPTOP-6C1KM3DH Sign out

— Microsoft Windows 10 Home
ﬂ Tools & add-ins |:_| LAPTOP-QGCSLI0S Sign out

— Microsoft Windows 10 Home
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