IT Quick Reference Guides

Installing Office 365 from Kivuto Solutions

Software Guides

This guide covers the installation process for Office 365 purchased from Kivuto Solutions (iEgS€)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 VERIATION

In the Items section of your order, click on thmstructions

Items Al prices are in US Dollars @ start Download

Quantity Unit Price Amount
Office 365 University for PC or Mac (4 years) - Download 1 $79.99 £79.99

Basic Access Guarantee (1 month) - Included
31 days of access to your download and/or key Learn more
Expires 2013-04-19 (31 days remaining) Extend

Product Key:

Instructions:
Office 365 University Post-Order Instructions

Messages:
® Office 365 University - General Tarms and Conditions

Subtotal: $79.99
Taxes: $0.00
Total: $79.99

This pops up a wdow which gives you information about your download. Gbseto close that window.

Office 365 University for PC or Mac (4 years) - Download
Instructions

To redeem your Office 365 University purchase, you will need to click on the special link provided on the Order Details page of your WebStore, only accessible through the “Your Account/Orders
> Order History > View Order Details” section. You will then be prompted by Microsoft to verify your academic eligibility in order to use the software. Once complete, follow the on-screen
instructions to install Office using the PC or Mac that you want to install the software on.

Office 365 University can be installed on PC or Mac platforms. Language can be chosen on the Microsoft Office redemption site.

Technical support for this product is provided by Microsoft. Click here for online support, or click here to find the correct support phone number for your region.

Next, clickStart Download

In the Get Your Software in 4 Easy Steps window, firstRtieknload SDMand save it to your hard drive. Once the download
completes, cik Runto install the Secure Download Manager (SDM). Then, Blieinload .SD>and save it to your hard drive.

Get Your Software in 4 Easy Steps =

1. load the Secure D load ger (SDM) installation file

If you have completed this step previcusly, go ko step 3.
Download SDM @

. Locate the file from step 1 and run it to install the SDM

™

w

. Download the .SDX file for your order

Download .SDX @

When the SDM launches, start downloading your software.
I the SDM appli

bl

s not launch automatically, locate tha file from step 2 and open it to

download your s
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Once the download completes, cli€pento open the .SDX file in the Secure Download Manager. 8tick Downloadto start the
activation proess.

-
( ] Write on our wall about how much you saved and you could win $250 this month! “Like" OnTheHub on Facebook!

Download Your Software Select Language: BRI

Salisbu ry

UNIVERSITY

A Maryland University of National Distinction

Office 365 is here!

Order Summary

Order Number:
Order Date: 2013-03-19
Download Location: C:\Users\ \Downloads Change Location

Equip yourself with the Office that
f03ms with you.

Shop now!
tems

Office 365 University for PC or Mac (4 years)
(] Basic Access Guarantee (1 month) - Included
< Expires 2013-04-19 (31 days remaining)

!

ded For You

Extended Access Guarantee (24 months) $4.95
Upgrade all items in your order from Basic Access to Extended Access. The Extended Access Guarantee
provides you with 24 months of access to your download(s) and/or key(s) for just a small fee. The L

A browser window opens. Cli€et Started

] office

] Office

Experience a whole new kind of Office.

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

sign in
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In the Get Verified Now window, sele@etverified through my schoal

] Office

Get Verified Now

Home

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

FAQs  Support

] Office

Get Verified Now

How woukd you like to verfy your account?

ClickContinue

Home FAQs  Support

] Office

How weuld you like to verify your account?

© Get veriid though my School

Salisbury University

O 1 have an ISIC Card

O 1 have 5 Verifiestion Cade
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Enter your SU email address and cWekify.

] Office

Pleass enter your Unversity providsd E-mad Address

E-mail Address: usemamed

Please enter the same e-mail address.

Confirm E-meil Address emame@guls

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

Home  FAQs  Support

] Office

2dz Y& Ffaz2 3ASG 'y SNNRBN YSaal3S FFAGSNI GKS | OGA DI dgnareiy

] Office

(%) aneror has occurred

We are sorry but an error has occurred and we cannot setup your Office 365 University subscription at this time. Please save the Product
Key below and come back to www.office.com/verify and try again later. If you continue having problems, please contact support,

Check your S&mail for the verification email.

[Microsoft Academic Verification] Confirming Your Academic Status

noreply@msacademicverify.com

To:

Hello

You have received this e-mail because you recently requested verification via
Microsoft's Academic Verification service. If you did not submit your e-mail for
this program, please disregard this e-mail and your information will be deleted
from our systems within 5 days.

To your demic status verification, please click the link below. After
clicking the link, your verification status will be confirmed and you will return to
the site in which you originally requested verification.

- Navigate to: https://ww demicverify.com/AVE/Activate?
wu " 1%3d%3d&Ic=1033

Thank You,
The Microsoft Academic Verification Team
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Copy and paste the link from your activation email into a browser window. Enter your product key from the original reteijtkan
Get Started

] Office

Follow these steps to get started with Office 365 University. If you purchased Office University 2010 or Office for Mac
University 2011, click here.

1. Enter your Product Key

2. Sign in with or create your Microsoft account

3. Verify your higher-ed student, faculty or staff eligibility
4. Install Office

The redemption process should take 5-10 minutes,

Enter your Product Key

Please provide the 25 character Product Key found on your packaging:

Get Started

A Where can I find my Product Key?

Select your country and language from the drop down menus and@tifinue.

] Office

Please verify your country and language in the selection boxes below.

Country Language

1f your country/language is not listed, please review the FAQ for further explanation.

Microsoft Office will be contacting you with surveys, promotions, tips and advice for using our products and services. You can
unsubscribe at any time. For more information on our communications options, please see our Privacy and Cookies Notice

Your Office 365 University subscription period will begin when you click Continue.

Office will display a message that it is setting up your account.

£+ 6 K| 5 g up acocune

Setting Up 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.

] Office

® An error has occurred

We are sorry but an error has occurred and we cannot setup your Office 365 University subscription at this time. Please save the Product
Key below and come back to www.office.com/verify and try again later. If you continue having problems, please contact support.

N - — TGO

Once again, check youd®mail for the Activation Confirmation email.

To:

Attachments:

ﬂ ] Office

2 & 5 X

Activation confirmation for Office 365 University

Office 365 University [billing@microsoft.com]

Dear

This mail is confirmation that you successfully activated Office 365 University
on Tuesday, March 19, 2013. Here are the details:

This entitles eligible customers to an Office 365 University subscription for
four years. You will be notified to renew your subscription when it is about to
expire. Experience Office when and where you need it. Sign in to get your
applications, documents, and settings on the devices you love. Save your
documents to the cloud in SkyDrive to access anywhere. Learn more about
your Office 365 University iption at www.office. ersit

Install Office at hitp//www.office.com/myaccount
Thank you for using Microsoft Online Services

Microsoft Office Team

Note: Please do not respond to this message.

For complete billing information for your account (where applicable), go to
http://commerce microsoft com. For any privacy questions, visit

!’ltp privacy microsoft. com

®100% ~

INSTALLING OFFICE36

Once you have completed the verification process, your Activation Confirmation email will provide you a link to Instedit Offic
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 guididoimnload
Office 2013 for Windowsomputersand Office 2011 for Macintosh computers.
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http://www.office.com/myaccount

] My Account - Office.com

File FEdit View Favorites Tools Help

1] Office

HOME MY OFFICE PRODUCTS

My Account
Office 365 University

Install Information

PC + Mac Installs
You haven't used any installs.
Choose Install to get started.

Services and Products
& SKYDRIVE

Visit SkyDrive
B SkYPE

Payment and Billing
BAYMENT METHOD

a

RENEWAL INFORMATION
Automatic renewal: No

Expires: Saturday, March 18, 2017

Set up an auto-renew subscription

Site Directory

Contact Us  Submit Feedback

SUPPORT

Legal

IMAGES

Trademarks

Privacy and Cookies  Accessibility

Hotmail M

TEMPLATES  STORE

AVAILABLE INsTALLS 2 Of 2

- Install

Language and install options

Office for wWindows

Language: English

Save your documents to SkyDrive to easily access and edit them from virtually anywhere,

Stay in touch with family and friends with 60 minutes of Skype calls to phones in over 40 countries/regions every month.
Activate your Skype world minutes

ACCOUNT HELP
Frequently Asked Questions
View Billing History
Microsoft Service Agreement
View my Microsoft account
View my Apps for Office
Contact Suppert

© 2013 Mia

INSTALLING OFFICE B®R PQOFFICE 2@3)

Choose your version (Office for Windows or Office for Mac) andlnktéll. The install button will change oy a 4 | WHek y 3 X

’

prompted to run or save the download, chooSaveand save it to your hard drive.

1 he

] My Account - Officecom %

File Edt
] Office

ew Favorites Tools Help

Wy Account

Office 365 University

Install Information

PC + Mac Installs
You haven't used any installs.

Choose Install to get started

Services and Products
4 SKYDRIVE
Visit SkyDrive

8 SKYPE

Activate your Skype world minutes

Payment and Billing
PAYMENT METHOD

nfa

RENEWAL INFORMATION
Automatic renewal: No

Expires: Saturday, March 18, 2017

Set up an auto-renew subscription

HOME MY OFFICE  PRODUCTS ~ SUPPORT

i @ Your download will start shortly...

IMAGES

TEMPLATES

Hotmail Messenger ~SkyDrive

STORE

AvAILABLE INsTALLS: 2 Of 2
Office for Windows - Instzllfinie) ..

Language: English
Language and install options

Save your documents to SkyDrive to easily access and edit them from virtually anywhere.

Stay in touch with family and friends with 60 minutes of Skype calls to phones in over 40 countries/regions every month.

ACCOUNT HELP
Frequently Asked Questions
View Billing History
Microsoft Service Agreement
View my Microsoft account
View my Apps for Office
Contact Suppert

¥

runar

Site Directory  Contact U Sulll TR S S

 TX...exe (545 KE) from c2rsetup.officeappslive.com?

Once the download is complete, chod3en.
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€ 50 jcrosof, 010 % S ] 1 Account - Office.com

File Edit View Favorites Tools Help

] Office Hotmail Messenger SkyDrive

HOME MY OFFICE PRODUCTS SUPPORT IMAGES TEMPLATES STORE
My Account
|  Office 365 University

Install Information
PC + Mac Installs AVAILABLE INSTALLS: 2 Of 2
You haven't used any installs. Offce for Windos . Install
Choose Install to get started.
Language: English

Language and install options

Services and Products
@ SKYDRIVE

Save your documents to SkyDrive to easily access and edit them from virtually anywhere.
Visit SkyDrive

© SKYPE

Stay in touch with family and friends with 60 minutes of Skype calls to phones in over 40 countries/regions every month.
Activate your Skype world minutes

Payment and Billing

PAYMENT METHOD ACCOUNT HELP
n/a Frequently Asked Questions

View Billing History
RENEWAL INFORMATION

Automatic renewal: No
Expires: Saturday, March 18, 2017
Set up an auto-renew subscription

Microsoft Service Agreement
View my Microsoft account
View my Apps for Office
Contact Support

Site Directory  Contact Us

The Setup X86.en-US_O: |_de4f70d! 5f_TX_PR_.exe download has completed. *

Run Open folder View downloads

You may get a pepp window asking 2 &2dz gk yid G2 |ff2¢ (KGAickyedt)SEcaWIby¥gindo2z YI 1S
download and install.

An introduction screen appears, clidlext.

1] Office

Welcome to your new Office.

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

Mext
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Choose whether or not you want to send information to Microsoft about how you use Office, andatieft

You may also get a message asking if you want to log into your Microsoft Office account. If you do, sign in using ydur SU ema
address. You carlvays do this later.

ClickNextto the Meet SkyDrive screen.

Select your background type and clid&xt.

Salisbury University | Last Editddarch 28, 2016



