Installation instructions for Microsoft Office for students

o Before you start make sure that your laptop is connected to the internet (preferably
via a cable connection).

e Start the laptop and wait for Windows to boot.

e Push the Windows key E on the keyboard
—> this will show the Metro-interface with the big tiles.

o Type in ‘office’ followed by the ENTER key.
- the result view shows ‘Microsoft Office’ : click on the icon to start the installation.

e Click on the Activate button.

] Office

Thanks for your interest in Office.
Now let's get started!

Buy want to buy Office
Activate already bought Office.
Try want to try Office 365 free for a imited time

Privacy Statement

e Click on Sign in with an active account instead.

Enter your product key

Your product key is 25 characters and is typically found in yvour
product packaging.

See product key examples
Sign in with an active account instead @




e Type in your Office account e-mail address in the field and click on Next
The syntax is surname.name@office.student.uhasselt.be
(fe. jan.jansen@office.student.uhasselt.be)

Activate Office

To activate Office, enter the email address that's
associated with your Office subscription.

sumame_name@omce studentunasselt be

MNext

Enter a product key instesd
WWhen you sign in, your documents and settings are online

Learm more | Privacy statement

e Type in your password. The password is the one you got when you first started (initial
password, so if you changed it to something else, you still have to use the first
password). You can find it in your academic file. Decide if you want the program to
keep you signed in by checking or unchecking Keep me signed in. Click on the Sign


mailto:surname.name@office.student.uhasselt.be

in button.

Sign In

User ID:

|surr1Elme.r1ElmE@::uffice.student.uhasselt.be

Keep me signed in

Can't access your account?

= 2012 Microsoft Corporation
Privacy | Legal

A new window with the title ‘User Account Control’ opens - click on Yes

The ‘Welcome’ screen shows : click on Next

[] Office

We think you'll love it. Let's get started.

Welcome to your new Office.




On the next screen select No thanks and click on Accept

1] Office

First things first.

© Send us information to help improve Office

* No thanks:

The information sent to Micrasoft is to help us and is not used to identify or contact you.
We take your privacy seriously, Leamn maore

This product also comes with Office Automatic Updates, Learn mare

By dicking “Accept” you agree to the Microsoft Office License Agreement. View Agreement

A short animation video plays — wait for the next screen

And to you.

®@® e




e ‘Meet SkyDrive’-screen > click on Next

1] Office

Signing in to Office means you can save documents to the TR ‘. LR
cloud with SkyDrive. . : N
SkyDrive gives you anywhere access to your files and makes it - - -
easy to share with the people who need them. E D D
Learn more

.

4 Backto video

¢ Inthe next screen select a template for the look of your Office and click on Next

- X

] Office

Hello Surname

How would you like your Office to look?

Calligraphy -
Circles and Stripes
Circuit

Clouds -




e Decide to Take a look at the new things or click on No, thanks

1] Office

Take a look at what's new.

Office has lots of great new stuff, and we'd love to show you around. Here's a quick
introduction on what's new.

Take a look

Mo, thanks

e Final screen showing Office is installed = click on All done!

Office

You're good to go.

We're all done, and you can now go offline if you need to. Enjoy!

All done!

e To find the individual shortcut icons to the Office programs go to the Apps by name
screen = on the Metro-interface, click on the down-arrow in the left-bottom of the



screen.

App

HP Software Setup | FI InfoPath Designer... Publisher 2013
NEW NEW

SkyDrive AMI lyst HP Support InfoPath Filler 2013 Send to OneNote | Cyberlink
Control Center Assistant NEW 6 2013 Y Power2Go

Skype Help HP support Lyn SkyDrive Pro 2013 p Desktop Burning
information NEW | NEw ' Gadget

Sound Recorder Lync Recording Spreadsheet HP Wireless
== (Compare 2013 HotSpot

Sport ie Intel(R) Rapid 2 Office 2013 / (7 O Viewer
Storage... Language... Dashboard for.

Store MS Office 2010 Office 2013 Upload Telemetry Log for ) PDF Complete
g Center L Ofice 2013

Travel MS Qutlock Access 2013 OneNote 2013 Word 2013 #  Virtual Drive
reqistry. NEW NEW NEW b

Video Database Compare Outlook 2013
2013 NEW

e Weather % HP Documentation Excel 2013 PowerPoint 2013 CyberLink HP Client Security
NEW NEW PowerDVD 12

e Start Word 2013 and on the screen that asks for the ‘Default file types’,
select Office — OpenXML formats.

¢ Installation complete!



