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These instructions are for Macintosh computers only.

Note: When installing Office, you will need administrator rights to access the
computer.
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Installing Office

Method 1: Installing via Self Service
(For University Owned/Issued Computers/Laptops)

1. Locate the Self-Service application in your Applications folder—
Double-click on the Self-Service icon to start the installation process.

M
Self Service

Note: If Self-Service is not installed on your system, you must place a
service request to have your LSP install it for you.

2. The install panel will appear. Locate the Microsoft Office 2016
installer. It should appear on the home page of Self-Service and be
located under the Office category. Click Install to continue.

- @ @ € ¢ [

Browse

If the installer is not found on the UofM Self-Service installer's home
page, it is also located under the Office category.
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3. Click Install on the Microsoft applications you wish to install.
Continue through the installation wizard, clicking Continue when

asked.
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4. To continue the installation, you must enter your name and password

(remember, only individuals with Admin rights can install the

software). Enter information as required. The installation will now

begin.

5. You have now successfully installed Office; click Done.
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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

2. Log in with UofM email and password. Click Sign In.

] Office 365

Work or school account

SOMmenneBaexampie.com

Fassword

Keep me signed in

| son BL

CANT acoEss your acoount?
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3. A) Enter your uuid, and password,
then B) Click Login.

MEMPHIS

\
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Password 1

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.

> © 7

Install Office -~

Office 365 apps

Includes Outlook, OneDnive for Business,

I

Word, Excel, PowerPoint, and more.
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6. Find the downloaded DMG and double-click DMG to install it.

Microsoft_Office_2
016_15....1aller.pkg

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

process.

Click Continue.

* Introduction
« License

-
Software Licanss Agroeent
E~glish ¢

MICROSOFT SOFTWARE LICENSE TERNS

OFFICE 2016 DESKTOP Last updated Jby 2015

F YOU UVE N (0A IF YOUR PRINCIPAL PLACE OF BUSINESS S IN

THE UNITED STATES, PLEASE READ THE SINDING ARBITRATION

CLAUBE AND CLASS ACTION WAIVER I SECTION 9. IT AFFECTS

HOW DISPUTES ARE RESOLVED

Thark you lor choosing Micoson!

Depensieg on how you chitainad the Oftca softwase, ihie s 8 foense
Detwae ] you and the Cevics manstacturee of sohwarn

naatier hal dstrbuies e sotware win your device; of (4 you and

Morosch Corponstion |, DEsed On wierd you Ive or F & Dusiness ahero

Pour PONSO place Of DuSNESSs & DCAled, 00w of 15 afias| f you

ALLpored i SOMWaNe B & it MACOROR 1 1T SeVce Manulactre

o Govicas roSuced by Mesoaak or one of s alViaies, and Mercsat &

Do et 1| yOu aCuTes Be ioftware reclly born Microsol|

This agreamert descrbes your ights and Be condons Upon which you

may use e Officn solware You ShOuAS review 170 ontrs agreement,

NGUdNg any printed CAper Aoenaa KImE sl ACCOMPany the sofwire

203 arry Wrkod 18rms, DECouEe a1 Of NG 18NS AN ITROMANE 302 100THY

SN NS A0Nemant Thal Afpies 10 you YOu Can review Inked 1enrs by

Prim Eave Go Back

8. Click Agree.

To continge instading the software you must agres %o $ha terms of
the software icense sgreamant.

Clck Agran i cortinue or chek Omagren 1o cance! the natedlation arg
. Ue Q! S hrcitaber.

-
4
e Dhepes i

- Inktsll Moceof! ONce 2018 for Mac -

Dagursiog O Pow pou DERANGd Pt OB08 sofwird, 1N 18 @ ondes
between (1) yos A the cvics rranctactons or sftwan
VERRier TR GUOULet Ihe SOMWIN0 WIS YOUX Siwoe, o (V) you and
Mool Corporston (or, taaed o whare you Dve or 1 8 Sootass Atern
PO DONCIGN! R0 OF Dusiness € DGING. 0n of By offdetes) F you
scsured P sclaure tom w sedder Micrzect i e devion muouieciew
W devces proouced by Mook or gre of s afaes, v Meoson &
T retair f you aciishd Dhe Sofeins Srocty o Viorosol.
THin agreamert Coecides yOur g 300 the ONSBON LDaN which o0
Py s e OGO S0Main . You Sh0URs toview D 000 Sgeeenen,
ehaing oy PITInd Caper Bonnee TR that acsoTeaeTy e achae
ey Fadd leove, DOCIse W OF TW LEoTE 20 IYOONAN 300 DMt
Swate T30 agreermant tral appies 10 yau You san revies tond tevra by

Prevt. A Go facs Comnem

9. Click Install.

. NEOREOn
» Lo

+ Dextrusien Beloct
« dslethatien Type

Stardaed Wwiat on
This il tale 7 .20 GB of 39200 00 yOur GODIn
Ok Iratadl %0 perform p standwst retadanion of s scftwars

for afl pasrs of tha compcter. Al users of this computer wil
Sa able to uze Tia oftwwn

Costomas
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10. Enter your computer system's admin name and password, then Click
Install Software.

. your password to allow this.

Lk

Installer is trying to install new scftware. Type

Usemame

Password:

umTech
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11.0nce installation is complete, sign in with your UofM email &
password. Click Close.

12.

» Imroduction
License
Dustination Select
Instalation Type

Installation

& Instat Microsodt Otfce 2010 for Mac u

Instatling Microsoft Offce 2016 for Mac

Writing files..,

ntroduction
Ucense
Dustinatien Saect
ratalistion Type
netallanon

+ Summary

The nstaliation was complmied sucosasfuly

The installation was successful.

The sottware was instaled
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Information Technology Services

Setting up Outlook on your Mac

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

Welcome To Outlook

@

>

Erval That's Aways Up to Date
St el W) 200 MDOK 8% 000N 38 18 el 10 yOu
o T e S T

2. Click Get Started.

Welcome To QOutiook

o @@

Faniw Somoh
Sownt mm S ooy and e lre pefilsg
gy e

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.

° Outook 2016 for Mes

How would you like Office to look?

4. Click Add Account.

Oasus 218 Ar Vs

02

St up my Inbax

umTech | Page 11



MEMPHIS

5. Click Exchange or Office 365.

To ot Blwteel seucr ) Becant e

a Add an Account

u: Lachange or Offcw 368

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.

L T e

Pammwerd  servessssnenrreced
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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.

[e} Accounts
Show All

Memphis 3 Memphis
Housby@memphys.od ' Exchango Account

Account description: | Memphis

Full name:

E-mai address: Smemphis.edy

Method: User Name and Password

User name: Omemphis.edu

Password: sessssssssssnnnsns

g

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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