Acquiring Microsoft Office 365 for your
computer

Windows:
1. Go to my.daemen.edu
2. Login to My Daemen at the top of the page using your
Daemen username.

a. Your username will be your first name then your
last name separated by a period
(firstname.lastname).

3. Scroll down the page slightly. On the left hand side, follow
the link under the heading: Technology, called Microsoft
Office 365.
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4. You will be redirected to a page with a link that says: “Get
Microsoft Office 365.” Follow the link and you will be
directed to the website called Okta.
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Daemen College has partnered with Okta Inc. to provide access to Microsoft Office 365.
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password.
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5. You will then be asked to sign into your Daemen account
once again.

Please sign in below to access .
Microsoft Office 365 Daemen ':I Office 365

DAEMEN

Sign In

Username ‘Your security image@

Password

Signin Remember me@

Forgot password? | Help | Trouble logging in?



6. If you are visiting this website for the first time, you will
be asked to set a security picture and create your account.

Please sign in below to access .
Microsoft Office 365 Daemen g Office 365

Welcome to Daemen College,

Create your Daemen College account to access Microsoft

Office 365 Daemen I:l Office 365

Click a picture to choose a security image

Your security image gives you additional assurance that you are logging into
Okta, and not a fraudulent website

Create My Account

7. Once you are logged in, you will then be directed to a page
where you see the Office 365 Logo. Click or tap on the
picture to take you to the Office installation.
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8. You will then be directed to a page where you can install
Office.

Install Office on your PC

03 02 @2 Q4 O

Word Excel PowerPoint QOutlook OneNote .
Language: English

Got a Mac? Sign in there to install the latest version of Office for Mac. Change language
Or a smartphone or iPad? Set up mobile apps

Collaborate with Office Online

a I8 B @A 0B

Setting up... Setting up... Setting up... Setting up... Setting up...

a. If you are using Google Chrome, you will see the file
download in the bottom left corner of your browser
window. Click on the downloaded file and you will
be prompted with the window you will see in step

10.
L
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\ ] Setup.X86.en-US_03....exe '}




b. If you are using Internet Explorer, you will be
prompted with a message at the bottom asking you
to Run or Save File. Click Save File. Once it is done
downloading, it will ask you if you would like to Run.
Click “Run.”

4

Do you want to run or save Setup.X86.en-us_0365ProPlusRetail_3c2584d1-2269-4d82-8225-9d4aaf3eaad0_TX_PR_.exe (1.00 MB) from (2rsetup.of¢pps.live.com?
Run Save |v Cancel
The Setup.X86.en-us_0365ProPlusRetail_3c2584d1-2269-4d82-8225-9d4aaf3eaad0_TX_PR_.exe download has completed. /
Run Open folder View downloads

10. Next you will be prompted with a message asking if you
want to run or cancel. Click “Run.”

Open File - Security Warning “

Do you want to run this file?

@ Name: ..il 99633bel-c996-4b50-8a2b-59665799e350 TX PR .exe

Publisher: Microsoft Corporation

Type: Application
From: C:\Users\NANA\Downloads\Si .X86.en-US_0365Pro...

[] Always ask before opening this file

| *\.] While files from the Internet can be useful, this file type can potentially
a/ harm your computer. Only run software from publishers you trust.
2 What's the risk?

11. Click Yes to run the program on the next screen.

@) User Account Control Ea

Do you want to allow the following program to make

changes to this computer?

G Program name:  Microsoft Office ClicktoRun
Verified publisher: Microsoft Corporation
File origin: Hard drive on this compu

(%) Show details Yes

Change when these notifications appear




12. Click Next to proceed to the License Agreement.

- X

] Office

Welcome to your new Office.

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

13. Click Accept once you have read over the License
Agreement.

] Office

First things first.

By clicking "Accept” you agree to the Microsoft Office License Agreement. View Agreement

This product also comes with automatic updates. Learn more

¢

Accept




14.1In the bottom right corner of your screen, you will see
that Office is installing in the background. You can
continue working on your computer while Office is
installing.

Office is installing in the background (32%) .

You can use your programs now, but please don't go offline
or restart your computer.
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15. Once Office is completely installed, you will be prompted
with another License Agreement. Click Agree once you
have read over the license agreement.

First things first.

By clicking " pt" you agree to the Microsoft Office License Agreement.

This product also comes with automatic updates,
Learn more

Accept




16. Click “Use Recommended Settings” and click “Accept” to
begin using Office.

First t1h|ngs first. 5

Use recommended settings:

Help us improve Office. The information sent to Microsoft helps us make the
best software and services for you and is never used to identify or contact you.
We take your privacy seriously.

No thanks

View Privacy Statement

This product also comes with automatic updates. 2
Learn more

By clicking "Accept" you agree to the Microsoft Office License ‘
Agreement.
View Agreement

If you have any questions, or you experience problems with
this process, please feel free to call the student Help Desk at
716-566-7865.



