How to install Office 365
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Open a browser (Internet Explorer, Chrome, or Firefox) and Go to https://portal.office.com

Enter your FULL PVT email address (if shown, just click it) and your current PVT PWD
PVT credentials are synched to the 0365 portal every 30 minutes

New users may see: Returning users may see their PVT Email address:
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Sign in Pick an account

‘ Fmail phone, or Skype ‘ userid@columbiastate.edu

Mo account? Create one!

—|— Use another account

Can't access your account?

Click “Install Office” > Click “OTHER INSTALL OPTIONS”

H Install Office ~ Office e

Office 365 apps Venage nstals

i Includes Outlock, OneDrive for Business, Want to deactivate Office on one computer and install it on another? Go to My
Word, Excel, FowerPoint, OneMote, and more. account > Install status,

Other install options
—  Install a different language, the 64-bit version, nstall Office 365 ProPlus
or other apps available with your subscription.

This will install the fellowing apps on your computer: Word, Excel, PowerPaint,
Access, Publisher, Cutlook, Skype for Business, OneDrive for Business

Office will auto detect the Operating EI @l @ Eéj'

system VerSion being used and prompt Word Excel PowerPoint  Access Publisher
for the correct install file. Select the ﬂg @ N
appropriate language and click Install. Outlook  Skype for  OneDrive

Business for Business

The installation file will be downloaded.

Language: Version:
. . .
Note: This may take a while. [English (United States) v 32-bit Advanced
H 1 Don't see the language you want? Install one of the languages in the list above
FOI Iow the InStrUCtlons on the screen to and then install a language accessory pack. Additional languages and language
com plete accessory packs don't count against your install limit.
.

Review system requirements

Once installation completes, Activate Office. Troubleshoot installation
Open Word. Click Activate (lower left corner) z
Follow the instructions and use the same

PVT credentials (full email address) when prompted for login.
Instructions may vary in different browsers

Just a few more steps...

Just a few more steps.
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Columbia State Community College active employees and students: Email helpdesk@ColumbiaState.edu if you need assistance.
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