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Installing Office

Method 1: Contacting Your LSP (Local Service Provider)
(For University-Owned/Issued Computers and Laptops)

Each Department is assigned an LSP, and Office 365 should automatically be installed
on your machine. If you need a copy or have an issue with the installed version on your
system, contact your LSP or submit a service request.
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Method 2: Installing via Office 365 Website
(For Personally Owned or University Owned/Issued

Computers or Laptops)
You may also use this method to install Office 365 onto your devices.

1. Navigate to Office365 website. A) Sign in with your UofM email. B) Click next.

2. Click on Work or School account.

B® Microsoft

It looks like this email is used with more than one
account from Microsoft. Which one do you want to
use?

Created by your IT department

&‘] Work or school account
hbusby@memphis.edu

Personal account

R Created by you
hbusby@memphis.edu

Tired of seeing this? Rename your personal Microsoft
account.

Back

3. A) Enter your uuid, and password,
then B) Click Login.

MEMPHIS
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4. Authenticate Using Duo.

5. Click Install Office 2016. Once this is done, a DMG of the Office 365
installation will be downloaded.

6. Click Install and More.

Microsoft 365 Copilot app has a new URL: m365.cloud.microsoft. Update your bookmark if needed. Learn more

ha
Install and more

N

Welcome to Microsoft 365 Copilot

D
v

©

8

Recommended

7. Select Microsoft 365 apps.

Install and more v

Microsoft 365 apps

Install Word, Excel, PowerPoint, and more.

Explore your Apps

Access vour favorite apps and do more on
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8. From the area A) Office apps & devices, B) Choose Install Office.

3 My account

e 7oy

L Office apps & devices &3 subscriptions

You can install Office on up to 5 PCs or Macs, 5
tablets, and 5 smartphones.

? tnstal Offce ]

Verify what products and icenses you have.

View apps & devices View subscriptions
Q Security & privacy E] App permissions
Protect your account and adjust important privacy Manage which apps have access to your data. You can

settings to your preference. revoke permission whenever you want.

Manage security & privacy Change app permissions &=

9. A) Find the downloaded DMG. B) It is in the section where your

computer allocates downloads. In this example, it is in the Downloads
Folder.

A Microsoft_365_and_Office_16.97.2¢
Applications

Documents

Desktop : @ Downloads

hugh

Date Modified
Downloads

10. Double-click the DMG to install it.

e} Microsoft_365_and_Office_16.97.25051114_BusinessPro_Installer.pkg

Note: Do not pause or stop the installation process.
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11.The following steps will appear on your screen during the installation

process.
Click Continue.

@ @ Install Microsoft 365 and Office for Mac

Welcome to the Microsoft 365 and Office for Mac Installer

You will be guided through the steps necessary to install this

@ Introduction
software.

Continue

12.Click Continue.

@ & Install Microsoft 365 and Office for Mac

Software License Agreement
English
Introduction o
® License : To determine which license terms below apply to

you purchased the product from a physical retail store or on the page
from which you p the if you the

Service and Software in Microsoft 365 Consumer Subscription” below
applies to you. If labeled Office software (e.g., Office Home & Student,
Office Home or Office Home & Business), then the “Microsoft Software
or “2024”) apply to you. If you purchased the software at an Apple Store,

to you.

do not apply to you, and your use of the subscription service/software is

agreed to when you signed up for the subscription and by which you
acquired the license for the software. You may not use the service/
software if you have not validly acquired a license from Microsoft or its
licensed distributors. If your organization is a Microsoft customer, it has

Print... Save... Go Back

n:
you, check the product title. This is printed either on product packaging if

online. If labeled Microsoft 365 subscription (e.g., Microsoft 365 Family or,
F ) then the to Services Ag - Office

License Terms — Office Desktop” for the applicable version below (“2021"

then the Supplemental Terms for Apple Store purchases below also apply

Enterprise Customers: If you are an Enterprise customer, the below terms

subject to the terms and conditions of the volume license agreement you

enabled you to use certain connected services in Microsoft 365. You may

umTech

| Page 6



MEMPHIS.

13.Click Agree.

the Installer.

Read License

To continue installing the software you must agree to the terms of the
software license agreement.

Click Agree to continue or click Disagree to cancel the installation and quit

Disagree

Agree

14.Click Install.

Introduction
License
Destination Select

® Installation Type

@ Install Microsoft 365 and Office for Mac
Standard Install on “Hubie”

This will take 1.4 MB of space on your computer.

Click Install to perform a standard installation of this software
for all users of this computer. All users of this computer will

be able to use this software.

Change Install Location...

Customize Go Back

Install
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15.The installer will request permission to install from the location where
the DMG installation file was downloaded.

“Installer” would like to access
files in your Downloads folder.

Don't Allow OK

16.0nce installation is complete, sign in with your UofM email &
password. Click Close.

4] @ Install Microsoft 365 and Office for Mac a

The installation was completed successfully.

Introduction

License
Destination Select

Installation Type

Installation

The installation was successful.

® Summary
The software was installed.
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Setting up Outlook on your Mac

1. Open Outlook on the computer. Click the arrow to go to the next
screen.

Outlook 2016 for Mac

Welcome To Outlook

Email That's Always Up to Date

See emall In your inbox as soon as It's sent to you,
s0 you're always In the loop.

2. Click Get Started.

Welcome To Outlook

I ®

Faster Search

Spend less time looking and more time getting
things done.

Get started >
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3. A) Choose your theme (Colorful or Classic) by selecting the radial
button beside the words Colorful or Classic. You can change the theme

now or later under Preferences >General. B) Click Continue.

(] Outlook 2016 for Mac

How would you like Office to look?

You can always change the theme later on under

Preferences > General

Choose your theme: @) Colorful
Classic

4. Click Add Account.

Outlook 2016 for Mac

02

Set up my Inbox

Add Account

umTech
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5. Click Exchange or Office 365.

o

Add an Account

To get started, select an account type.

BS’\ Exchange or Office 365

Other Email

Add Outiook.com, ICloud, Googhe, Yahoo! or other oniine omal
accounts.

6. Enter your full email address, username, and your password.
In the Enter your Exchange account information box:

» Email address: enter your University of Memphis email address.
» Method: keep the default setting

» Username: enter your University of Memphis email address

» Password: your password for your email account

» Leave a checkmark next to “Configure automatically.”

7. Click Add Account. Sign in with Single Sign on and Authenticate with
DUO.

Show All

Enter your Exchange account information.

E-mail address: @memphis.edu

o

'Add Outiook com. ICioud, Google, Yahoo! or other online emall
accounts.
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8. Check the box beside (Always use my response for this server). Click

Allow.

Outlook was redirected to the server
autodiscover-s.outlook.com to get new
| settings for your account
hbusby@memphis.edu. Do you want to allow
this server to configure your settings?

https://autediscover-s.outlook.com/autodiscover/
autodiscover.xmi

Click Allow only if you fully trust the source, or if your
Exchange administrator instructs you to.

Always use my response for this server

aow | (EETE

9. Once the account has been set up, click the red circle at the top left

corner to close the window.

@ Accounts
Show All

Memphis ~ Memphis
housby@memphis.ocu > Exchange Account

E-maill address: @memphis.edu

Method: User Name and Password

User name: @memphis.edu

Password: sessessssssssccsns

8

Advanced...

umTech
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Locating Help Resources

umTech offers technical support and resources to faculty, staff,
and students. Assistance can be found through any of the
support services below:

Submitting a Service Request
Login URL: Click here to access our service desk ticketing system. After
logging in, choose the appropriate form to request services.

Contact the ITS Service Desk — 901.678.8888 any day of the
week! (Excluding Some Holidays)

ITS Service Desk Walk-In hours (Admin Building Room 100):
Monday - Friday 8:00 am - 4:30 pm

The ITS Service Desk Call Center hours:
Monday - Friday 8:00 am - 8:00 pm
Saturday 10:00 am - 2:00 pm
Sunday 1:00 pm - 5:00 pm

Contact the Service Desk for assistance with technical login problems or
issues. Voicemail services will handle ALL incoming calls after hours. If you
require assistance after 8:00 pm, please leave a message or submit a
service request.

Voice messages will be checked regularly and will receive a priority response
the following business day. You may also email umTech at
umtech@memphis.edu. (Note: Using this email will automatically generate
a service request.)

Important Links

Explore the umTech Website
Search the Solutions Page
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