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All Queensland state school students can download multiple free copies of the latest
Microsoft Office 365 to their personal home computers and mobile devices.

Download, update to and install Office 365
Note: these instructions were created using Google Chrome. Your experience may differ slightly if
using a different browser.

1. Open internet browser and navigate to
http://portal.office.com/ols/mysoftware.aspx

2. You will need to log into the Office 365 home page using your EQ details. Type
your @eq.edu.au email address.

3. Click Next.
B8 Microsoft
Sign in
username@eq.edu.ay
Mo account? Create one!
Can't access your account?
4. You may be prompted for your EQ username and password on the online

authentication popup. Type your username and password.

Sign in

https:/ffed.education.gld.gov.au

Username usemame

Password | sssesees
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5. On the “Managed Internet Service page, enter your username and password.
Click if you agree to abide by the relevant Conditions of use and privacy statement, and
then Click Sign in.

Queensland Government Department of Education

Managed Internet Service

Sign in with your username and password

B Collaboration

o Calendar :
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Username *

username |

Password * | sansanne |

| agree to the conditions of use and privacy statement

Change my password

MIS Gateway [ d
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6. The Office 365 homepage will load and give you the option to ‘Install Office.’
Click on the ‘Install Office’ button.

Apps & devices

Office IEEEEEEFNGS a
Language @ Version 2
[English (United States)  w| [ 64-bit v =>
DEVICES ™

Skype for Business

Language Version Edition
[English (United States) | [ 64-bit ] [Skype for Business Basic v | m

7. A new screen will appear, and a file will download, as below. Ensure the name

is a variant of “OfficeSetup.exe”. Having a number simply means it has been

downloaded more than once.

8. When the file has completed downloading, click on the file to run it.

Just a few more steps...

13 setup.. - Yes

1 ] Office

o —_—
@ Click Open @ Say "yes” © Stay online

Click the Setup file at the bottom of the Click Yes to start instaliing. Dounlasding all of Office might takfla
screen, s while.

~ 0 OfficeSetup (1).exe A

@ officeSetup (2).exe
5.0/6.2 MB, 1 sec left
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9. You will be prompted with a message to Confirm that you want to run the program, as
below. Ensure the Name and from are a variant of “OfficeSetup”, and the Publisher is
“Microsoft Corporation”, and then click Run:

Open File - Security Warning 4

Do you want to run this file?

ype Lpplication
From: C:\Users\DPti‘tﬂkDownloads].Exe

Run Cancel

[] Always ask before opening this file

harm your computer. Only run software from publishers you trust.

eg While files from the Internet can be useful, this file type can potentially
What's the risk?

10. Office will start downloading.

You will also see the office icon pop up on the task bar.

w6 & al
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11. Office ProPlus 365 will start to install onto your computer, wait for this to finish.

Note: If you currently have Office 2013 installed, ensure all Microsoft applications are
closed during the installation. You may be prompted to close all Microsoft applications if

they are still open.

1] Office X
CEERTE
BOalE
Installing Office
We'll be done in just a moment.
12. You will be prompted with the Microsoft Office License Agreement. View
Agreement and click Accept.
X

First things first.

By clicking “"Accept" you agree to the Microsoft Office License -
Agreement. Accept l

View Agreement

nslan
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13. After Office 365 finishes installing, a message will appear to inform it has
completed. Click ‘Close’.

1] Office

You're all set! Office is installed now

Click Start > down-arow.

After you click close, we recommend restarting your computer to ensure all changes
have applied successfully. Your Microsoft Office ProPlus software is now ready for you

to use. This software is only for personal devices and will remain available to use while
you are a State School Student

If you experience any issues downloading and installing the software, contact ICT
Services at the school.
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