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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 onto your
machine. If you need a copy or have an issue with the installed version on your system, con tact
your LSP or submit a service request.

Revised: 2/2/26


https://www.memphis.edu/umtech/desktop_services/lsp.php
https://www.memphis.edu/umtech/desktop_services/lsp.php
https://memphis.topdesk.net/

S MEMPHIS

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
?

Created by your IT department

@ Work or school account
hbusby@memphis.edu

Personal account

Q Cevsiorros

account

Back

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

4. Authenticate Using Duo.
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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
|
Z
Welcome to Microsoft 365 Copilot
(o)
B
Recommended

Install and more

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.

H Myaccount e 79
¥ Office apps & devices & subscriptions
You can install Office on up to 5 PCs or Macs, 5 Verify what products and licenses you have.
Subscriptions tablets, and 5 smartphones,
Security & privacy ? Install Office ‘
App permissions 7 View apps & devices View subscriptions
Apps & devices
Tools & add-ins Q Security & privacy =] 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 & peivacy 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.

Microsoft_365_and_Office_16.97.2¢
Applications

Documents

Desktop @ Downloads

hugh

Date Modified
Downloads

10. Double-click the DMG to install it.

@ Microsoft_365_and_Office_16.97.25051114_BusinessPro_lInstaller.pkg

Note: Do not pause or stop the installation process. Version of actual DMG may
differ with a more current one.
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11.The following steps will appear on your screen during the installation
process.
Click Continue.

® Introduction You will be guided through the steps necessary to install this
software.

Continue

12.Click Continue.

Software License Agreement

English
Introduction o

® License Consumer Customers: To determine which license terms below apply to
you, check the product title. This is printed either on product packaging if
you purchased the product from a physical retail store or on the page

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

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 & then the

License Terms ~ Office Desktop” for the applicable version below (“2021"
or “2024") apply to you. If you purchased the software at an Apple Store,
then the Supplemental Terms for Apple Store purchases below also apply
to you.

: If you are an Enterprise customer, the below terms
do not apply to you, and your use of the subscription service/software is
subject to the terms and conditions of the volume license agreement you
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 org: isa it has
enabled you to use certain services in 365. You may

Print... Save... Go Back
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13.Click Agree.

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
the Installer.

Read License Disagree Agree

14.Click Install.

introduction This will take 1.4 MB of space on your computer.

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

Destination Select g
be able to use this software.

@ |Installation Type

Change Install Location...

Customize Go Back Install

| S = |

15.0nce installation is complete, sign in with your UofM email & password. Click
Close.

The installation was completed successfully.

Introduction

License f N\
Destination Select J

Installation Type

Installation

The installation was successful.

® Summary
The software was installed.
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Outlook on your PC

1. Open Outlook on the computer. Click Next to continue.

"Welcome to Microsoft Outlook 2016

Welcome to Outlook

Outlook helps you manage your life with powerful tools for email,
calendar, contacts, and tasks.

Let's get started. In the next few steps, we'll add your email account.

Microsoft Outlook Account Setup.

Add an Email Account

Revised: 2/2/26

Use Qutlook to connect to email accounts, such as your organization's Microsoft Exchange Server or an Exchange
Online account as part of Microsoft Office 365. Outlook also works with POP, IMAP, and Exchange ActiveSync
accounts,

Do you want to set up Outlook to connect to an email account?

Q) Yes
() No

< Back Next > Cancel
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3. Enter your name, email address, and password.

= Your Name: Enter your first and last name.
= E-mail Address: your University of Memphis email address
= Password: your password for your email account

Once you have entered the information, click Next.

jl\dd Account

Auto Account Setup
Outlook can automatically configure many email accounts.

© E-mail Account

Your Name:

Example: Ellen Adams

E-mail Address: @memphis.edu
Example: ellen@contoso.com

Retype Password: | ***sxsxssssssxaxss

Type the password your Internet service provider has given you.

~) Manual setup or additional server types

<Back [|[ wext> |l cancel

4. Outlook will begin setting up your email.

| Searching for your mail server settings...

Configuring

Outlook is completing the setup for your account. This might take several minutes,
«  Establishing network connection
=3 Searching for hbusby@memphis.edu settings
Logging on to the mail server
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5. A message window will appear asking if you want to allow this website to

configure server settings. (A) Click the X by Don’t ask me about this website
again, then (B) click Allow.

-
Microsoft Outlook R

/). Allow this website to confi his.edu server
_j settings?

http://autodiscover.memphis.edu/Autodiscover/Autodiscover.xml
Your account was redirected to this website for settings.
You should only allow settings from sources you know and trust.
@9.’.‘.,'.?.,EE.!E..,'!.‘.S,EP..QHE}Hi.?,A.‘{’!,EF!A.S.iIE.EQEIQE

O =

6. Next, a Windows security window will appear, prompting you to enter your
University of Michigan (UofM) email address and password. If you want
Outlook to remember your credentials, select the box beside ‘Remember
my credentials’. Sign in with Single Sign On and authenticate with DUO.

Microsoft Outlook
Connecting to @memphis.edu

[¥] Remember my credentials

7. Once the configuration has finished, click Finish.

“Add Account

Searching for your mail server settings...

Configuring
Outlook is completing the setup for your account. This might take several minutes.
v Establishing network connection

v Searching for hbusby@memphis.edu settings
v Logging on to the mail server

Congratulations! Your email account was successfully configured and is ready to use.

[7] change account settings Add another account...

[ Finish ] [ Cancel ]
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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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