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These instructions are for Macintosh computers only.

Note: When installing Office, you will need Administrator rights to the computer.

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 installation process.

U
M

Self Service

Note: if Self-Service is not installed on your system you will need to place a
service request to have your LSP install it for you.

2. The install panel will appear. Locate the Microsoft Office 2016 installer This
should appear on the home page of Self Service. The installer is also located
under the category of Office. Click Install to continue.

Q L3

\\ rm—————- ek
# Home G e;’ ‘
-] Browse >
Citrix Receiver

L)\ Notifications Alertus Campus

hi la Firef P
Notification Client Google Chrome (Latest) Mozilla Firefox (Latest) Zoom

&) History
Install Update Install Upgrade Install

Browse

Al > Adobe > Design > Maintenance > Office > Security >

Admin Tools > Browsers > HCOE > Multimedia > Plugins > Statistics >
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The installer is also located under the category of Office if it is not found on the
home page of UofM Self Service installer.

3. Click Install on the Microsoft applications you wish to install. Continue
through the installation wizard, clicking Continue when asked.

@

[§] University of Memphis
UL se servic Office Az 8

jeol

Microsof ft Excel Microsol ft Outlook Microsoft PowerPoint Microsoft To-Do Microsoft Word

Install Install Install Install

1 >,

Office Updates OneDrive

Install

Office

Install Install

Notifications
@ History

& Log In

4. To continue the installation, you will need to enter your name and password
(remember only individuals with Admin rights will be able to 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 personal devices.

1. Navigate to Office365 website

) Office 365
SR
EXY e
B® Microsoft
2. Log in with UofM email and password. Click Sign In.
] Office 365
Work or school account
someone@example.com
Password
~I Keep me signed in
[ sonin JIESS
Can't access your account?
umTech |Page 4



http://www.memphis.edu/getoffice
http://www.memphis.edu/getoffice

A MEMPHIS

3. A) Enter your uuid, and password,

then B) Click Login.

MEMPHIS.

Login to Office 365

UuID

e.g., jsmith

Password

> Forgot your username?
> Reset your password?
> Initialize your account?

> Need help?

By using this service, you acknowledge that you have re
of the Acceptable Use of Information Technology Resou

ead and agree to the terms and conditions
rces Policy (UM1535)

4. Authenticate Using Duo.

umTech
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5. Click Install Office 2016. Once this is done a DMG of the Office 365 install will

download.
2 & 7
Install Office -~
Office 365 apps
J  Includes Outlook, OneDrive for Business,
Word, Excel, PowerPoint, and more.
Lorenzc . _

6. Find the downloaded DMG and double click DMG to install.

Microsoft_Office_2
016_15....taller.pkg

Note: Do not pause or stop the process during install.

Just a few more steps...

[

¢-

© Download

Close Need help installing?

o¢

A Install
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7. The following steps will appear on your screen during the install process.
Click Continue.

Introduction

License

-
Software License Agreement
English i

MICROSOFT SOFTWARE LICENSE TERMS

OFFICE 2016 DESKTOP Last updated July 2015

IF YOU LIVE IN (OR IF YOUR PRINCIPAL PLACE OF BUSINESS IS IN)
THE UNITED STATES, PLEASE READ THE BINDING ARBITRATION
CLAUSE AND CLASS ACTION WAIVER IN SECTION 9. IT AFFECTS
HOW DISPUTES ARE RESOLVED.

Thank you for choosing Microsoft!

Depending on how you obtained the Office software, this is a license
agreement between (i) you and the device manufacturer or software
installer that distributes the software with your device; or (i) you and
Microsoft Corporation (or, based on where you live or if a business where
your principal place of business is located, one of its affiliates) if you
acquired the software from a retailer. Mi is the device

for devices produced by Microsoft or one of its affiliates, and Microsoft is
the retailer if you acquired the software directly from Microsoft.

This agreement describes your rights and the conditions upon which you
may use the Office software. You should review the entire agreement,
including any printed paper license terms that accompany the software
and any linked terms, because all of the terms are important and together
create this agreement that applies to you. You can review linked terms by

Print... Save... Go Back

8. Click Agree.

Inty
Lie quit the Installer.

Read License

@ Install Microsoft Office 2016 for Mac -

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

Disagree

Depending on how you obtained the Office software, this is a license
agreement between (i) you and the device manufacturer or software
installer that distributes the software with your device; or (ii) you and
Microsoft Corporation (or, based on where you live or if a business where
your principal place of business is located, one of its affiliates) if you
acquired the software from a retailer. Microsoft is the device manufacturer
for devices produced by Microsoft or one of its affiliates, and Microsoft is
the retailer if you acquired the software directly from Microsoft.

This agreement describes your rights and the conditions upon which you
may use the Office software. You should review the entire agreement,
including any printed paper license terms that accompany the software
and any linked terms, because all of the terms are important and together
create this agreement that applies to you. You can review linked terms by

Print. Save... Go Back Continue

9. Click Install.

Introduction
License
Destination Select

Installation Type

Standard Install on

This will take 7.28 GB 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

umTech
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10. Enter the admin name and password for your computer system, then Click
Install Software.

Introdjc
Licenge
Destirfat
Installjti

Instalfat

L

v

(=)

Installer is trying to install new software. Type
your password to allow this.

Username:

Password:

Cancel | Install So e |

11.0Once installation is complete, sign in with UofM email & password. Click Close.

Introduction

License

Installation

Destination Select

Installation Type

w Install Microsoft Office 2016 for Mac -

Installing Microsoft Office 2016 for Mac

Writing files...

License

Installation

Summary

Introduction

Destination Select

Installation Type

The installation was successful.

The software was installed.

Close

umTech
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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.

L Outlook 2016 for Mac

Welcome To Outlook

Email That's Always Up to Date
See emall In your inbox as soon as [t'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 >

umTech
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3. (A) Choose your theme (Colorful or Classic) by selecting the radial button,
located 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.

Qutiook 2016 for Mac

02

Set up my Inbox

t, click Add Account

Add Account
>

umTech
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5. Click Exchange or Office 365.

L]

Add an Account
To get started, select an account type.

B?\ Exchange or Office 365

Other Email

Add Outiook.com, iCloud. Geogle, Yahoo! o other onine emal
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 at 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.

Accounts
Show Al

Enter your Exchange account information.
E-mail address: @memphis.edu
Authentication
Method: User Name and Password <}

User name: @memphis.edu

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.

0%

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://autodiscover-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 | (ST

9. Click the red circle at the top left had side to close the window once the
account has been set up.

@
Show All

rousby@memphs 6cs

@memphis.edu

Method: User Name and Password

@memphis.edu

Password: sessssscsssssccsns

Advanced...

umTech
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Locating Help Resources

umTech offers support to faculty, staff, and students, provides additional assistance,
and resources. Such help can be located as follows:

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

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

ITS Service Desk Hours

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

request.

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

Important Links
Explore the umTech Website

Search the Solutions Page
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