Microsoft Office for Students

Whilst you're a student at Sherburn High School, you're entitled to a copy of the latest Office to use at home or on
your device. You may install Office 2010 however the support for this will soon expire.

In this package, you will get all the well-known Office Software such as Access, Excel, Powerpoint, Publisher and
Word. This version of office can be installed on Windows 7/8/8.1 and on Mac too.

Downloading and Accessing your Office install

To access the Office Software, you need to log in to your school email via https://mail.office365.com. Once logged in,
click on the Settings Cog and click Office 365 settings.
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From the left hand side, make sure Settings is highlighted, click on Software. Software will only be shown if your
account has been setup for office.
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You will now see the option to install the latest version of Office. Go ahead and click Install to start the installation
process.

software ~
Office
desktop setup

phone & tablet

Publisher Outiook  Lync InfoPath

et, you can install the previous version of Office.

When you get a box asking you to either run or save the installer, click Run to start the install.

Do you want te run or save Setup.XB86.en-us_0365ProPlusRetail_4af30fed-126a-4806-aebe-c330d3beaf>9_TX_PR_.exe (558 KB) from c2rsetup.officeapps.live.com?
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https://mail.office365.com/

Once you have clicked Run and waited for the program to install.

required to click Next to install.
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Welcome to your new Office.

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

You will be presented with this image. You will be
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Hello Network Admin!

How would you like your Office to look?
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We're getting things ready.

up. Here's a quick introduction on what's new.

Take a look

Office has lots of great new stuff, and we'd love to show you around while we wrap things
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You can use Office now.

We'te wrapping things up — please stay online as we make some finishing touches.

At this point — You can use Office now, you are able to use parts of office but you will see this message in

whatever program you use

Office may appear unresponsive..,

We're strearning a few required files in the background.
This shouldn't take long.

Please be aware that Office will be still in the process of downloading and installing features to your machine.

If you decide to wait until Office has completed the full install, you will see the following image:
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You're good to go

We're all done, and you can now go offli

Installing Office 2010 as an alternative

You can install Office 2010 if you prefer. To install this, click on Install Office Professional Plus 2010 and wait for

the huge download of 651mb.




After the download, you can run the installer. After the installation you will be presented with the Microsoft Online
Services Sign In Assistant. You need to Accept and Install this to use Office 2010.
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Microsaft Office requires additional software to verify your subscription for this product. Microsoft Office is instaling addtional software to verfy your subscription.

By dicking Accept and Instal, you agree to the Microsoft service agreement and privacy statement. You
also permit the download and instaliation of the Microsoft Oniine Services Sign In Assistant.

To verfy your subscription at  later time, click Cancel.
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At the Sign In screen, you need to enter your school email address and password — this email address ends in
@students.sherburnhigh.co.uk
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Verify your subscription by signing in with your Microsoft Online Services ID. Microsoft Office is now attempting to verify your subscription. This process may take a while to
complete.

Microsoft Online Services ID

@example com)

Verifying subscription. .

Password
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Your subscription for Microsoft Office has been verified and is ready to use.

You are now able to use Office 2010 on your device.

Managing your licenses of Office

When you install Office on to your devices, you will see a list starting to appear of where you have installed Office. If
you no longer own any of the machines on the list you can deactivate the license from your account, just click on
deactivate against the machine name you want to remove. Once you have deactivated a device, the install of Office
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will eventually be in a Reduced Functionality Mode (RFM). See when you leave Sherburn High School for more
information about RFM.
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You can deactivate installs from computers on which you installed this version of Office.

COMPUTER NAME OPERATING SYSTEM INSTALLATION DATE
ITLAPTOP-01 Microsoft Windows 7 P rofessienal 18/12/2013 deactivate
WINS- TEST Microsoft Windows 8.1 Pro 18/12/2013 deactivate

Finding your computer name
This is how to find your computer name in Windows 7:

Click Start and then click Control Panel

Click System and Security

Click System

Under Computer name, domain and workgroup settings you can find your computer name.
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When you leave Sherburn High School

When you leave Sherburn High School you will need to remove office from your devices as your Office365 account
will be deactivated you are not entitled to run this software on your devices. Office will be in a "Reduced Functionality
Mode"”, because this version of Office is a subscription service, it checks every month to ensure you have a valid
subscription — this been your school email address. If Office cannot verify your subscription, then it enters a Reduced
Functionality Mode.

Reduced Functionality Mode the program functions similarly to viewers which you can download off the internet.
When a program runs in this mode, features are unavailable therefore you cannot access those functionalities. For
example, you cannot create new documents, cannot edit existing documents, etc.




