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This guide covers the installation process for Office 365 purchased from Kivuto Solutions (MEEC). Please note that because this is an 

online service, the instructions are subject to change without notice. Please use these as a guideline only. 

PURCHASING AND VERIFICATION 

In the Items section of your order, click on the Instructions. 

 

This pops up a window which gives you information about your download. Click Close to close that window. 

 

Next, click Start Download. 

In the Get Your Software in 4 Easy Steps window, first click Download SDM and save it to your hard drive. Once the download 

completes, click Run to install the Secure Download Manager (SDM). Then, click Download .SDX and save it to your hard drive. 
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Once the download completes, click Open to open the .SDX file in the Secure Download Manager. Click Start Download to start the 

activation process. 

 

A browser window opens. Click Get Started. 

 

Sign in using your SU email address. Faculty and staff, you may need to create a Live account using your SU email address prior to 

logging in. 
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In the Get Verified Now window, select Get verified through my school. 

 

Type Salisbury University in the school selection field until it appears in the drop down below it. Select Salisbury University.  

 

Click Continue. 
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Enter your SU email address and click Verify. 

 

If successful, a message appears stating that an activation email has been sent to your email address.  

 

¸ƻǳ Ƴŀȅ ŀƭǎƻ ƎŜǘ ŀƴ ŜǊǊƻǊ ƳŜǎǎŀƎŜ ŀŦǘŜǊ ǘƘŜ ŀŎǘƛǾŀǘƛƻƴ ǎŎǊŜŜƴΦ !ǘ ǘƘƛǎ ǘƛƳŜΣ ƛǘ ŘƻŜǎƴΩǘ ǎŜŜƳ ǘƻ ŀŦŦŜŎǘ ŀƴȅǘƘƛƴƎΣ ǎƻ ȅƻǳ Ŏŀƴ ƛgnore it. 

 

Check your SU email for the verification email.  
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Copy and paste the link from your activation email into a browser window. Enter your product key from the original receipt and click 

Get Started. 

 

Select your country and language from the drop down menus and click Continue. 

 

Office will display a message that it is setting up your account. 
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You may get a message like the one below. Make note of your product key (it should be the same one you entered). You can 

otherwise ignore this message. 

 

Once again, check your SU email for the Activation Confirmation email.  

 

INSTALLING OFFICE 365 

Once you have completed the verification process, your Activation Confirmation email will provide you a link to Install Office at 

http://www.office.com/myaccount. Copy and paste the link into a browser window, and log in using your SU email address. The My 

Account page lists the number of installs you have (2) and how many of those installs you have available.  

The Install link will download the most current version available for your operating system. At the time of this guide, it will download 

Office 2013 for Windows computers and Office 2011 for Macintosh computers. 

http://www.office.com/myaccount
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INSTALLING OFFICE 365 FOR PC (OFFICE 2013) 

Choose your version (Office for Windows or Office for Mac) and click Install. The install button will change to LƴǎǘŀƭƭƛƴƎΧ When 

prompted to run or save the download, choose Save and save it to your hard drive. 

 

Once the download is complete, choose Run. 
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You may get a pop-up window asking 5ƻ ȅƻǳ ǿŀƴǘ ǘƻ ŀƭƭƻǿ ǘƘƛǎ ǇǊƻƎǊŀƳ ǘƻ ƳŀƪŜ ŎƘŀƴƎŜǎΧ Click Yes.  Office will begin to 

download and install. 

 

An introduction screen appears, click Next. 
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Choose whether or not you want to send information to Microsoft about how you use Office, and click Accept. 

 

You may also get a message asking if you want to log into your Microsoft Office account. If you do, sign in using your SU email 

address. You can always do this later. 

Click Next to the Meet SkyDrive screen. 

 

Select your background type and click Next. 


