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These instructions are for PC/Windows computers only.

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

Installing Office

Method 1: Installing via Software Center
(For University Owned/Issued Computers and Laptops)

1. Locate the Software Center. Go to the Windows Icon in the bottom left corner.
Click to reveal all programs and scroll down until you reach the Microsoft
System Center. Open the folder to reveal Configuration Manager. Double Click
on the Software Center icon to start installation process.

i’ Windows Update Documents
EE word 2016
o4 XPS Viewer Pictures

., Accessories

.. Alertus Technologies =

.. Cisco
Computer

. Games
.. Identity Finder

X Control Panel
., iTunes

. Maintenance
. MathMagic for Captivate

Devices and Printers

.. Microsoft Office 2016 Tools B Default Programs
., Microsoft Silverlight
. Microsoft System Center Help and Support

.. Configuration Manager
EQ Software Center
. RightNow
. Startup

Back

Note: If Microsoft System Center is not installed on your system you will need to
place a service request to have your LSP install for you.
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2. The install panel will appear. (A) Locate the Microsoft Office Professional Plus
2016 installer select the box to the left of the Microsoft Office Professional
Plus. (B) Microsoft office should already be in the main menu if it is not you
will need to search for it in the Application Catalog. (C) Click Install

to continue.

Available Software Installation Status

Installed Software

Options

University of Memphis

sHow | All [7] Show optional software

] NAME
d Adobe Acrobat DC (Classic) - Fac/Staff Loud

o) -ciobe Audition CC 2015.2
Microsoft Office Professional Plus 2016

Il Adobe Hiustrator CC 2015.3

Il Adobe InDesign CC 20154

Il Adobe Photoshop CC 20155

&7 18M SPSS 24 w/Amos - Off Campus

al

71 1BM SPSS Amos 24 - On Campus

D 1BM SPSS Statistics 24 - On Campus
@ Microsoft Visio Professional 2016

S sAs 94

|
0O
a
O
O
a
a
O

’
@ Adobe CC 2015.5 Master Collection

Available

€C 20155
Date published: Not specified
Help document: None

TYPE
Application
Application

Application
Application
Application
Application
Application
Application
Application
Application

PUBLISHER
Adobe
Adobe

1BM
Microsoft

SAS Institute

REQUIREMENTS
Restart required:
Download size:
Estimated time:

Total components:

1/11/2016
9/7/2016

9/7/2016
9/6/2016
9/6/2016
7/29/2016
7/29/2016
7/29/2016
12/16/2015
1/27/2015

Might be required
Less than 1 MB
Not specified

AVAILABLE AFTER  STATUS

Available
Available

Available
Available
Available
Available
Available
Available
Available
Available

DESCRIPTION

Includes Dreamweaver, InDesign, Lightroom, Fireworks, lustrator,
Muse, Photoshop, Premiere Pro, Bridge, After Effects
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3. Search the Application Catalog for Microsoft Office Professional Plus. Microsoft
office should be listed in the main menu. If it is not, you will need to look in
the Office in the Browse by Category of the Application Catalog. Select
Microsoft Office Professional Plus. Click Install. Once you have done this, the
Microsoft Office Professional Plus will appear in the main window of Software
Center. From this point, you will repeat install process beginning with step 2.

e’% & https:/

/itsccmacl.memphis.edu/software/=/Softwarelibrary/Applist O~ @& & & Application Catalog

File Edit View Favorites Tools Help
% X Convert v [EHSelect

35 B Suggested Sites v ‘{\ Web Slice Gallery v ’-'|\ v B v [ @ v Pagev Safetyv Tools~v wg‘v

Welcome, UOM\hbusby
JiVelollfe-Tilel M@ w0l My Application Requests My Devices | |

Showing 1 - 10 of 10 results

g Microsoft Microsoft Office Professional Plus 2016

i Category Publisher NAME VERSION PUBLISHER CATEGORY REQUIRES APPROVAL
Al Adobe Acrobat DC (Classic) -... 15 Adobe Adobe No
Adobe . Adobe Audition CC 2015.2 2015.2 Adobe No
Office L) Adobe CC 2015.5 Master Collection CC 2015.5 Adobe Adobe No
Statistics Bl Adobe InDesign CC 2015.4 2015.4 Adobe Adobe No
B  Adobe Photoshop CC 2015.5 2015.5 Adobe Adobe No
@  Citrix Receiver 4.4 (SSON) No
g’?; IBM SPSS Amos 24 - On Campus 24 1BM No
& IBM SPSS Statistics 24 - On... 24 1BM Statistics No
Microsoft Office Professional Plus... 2016 Microsoft Office No
S SAS9.4 9.4 SAS Institute Statistics No

No description available

INSTALL

More Details

Configuration Manager

University of Memphis - AC1 ~ First  Prev 1 Next |Last

Microsoft System Center

4. The installation will now begin. You can view installation status by clicking on
the Installation Status tab in the main window of Software Center. Once the
program has been installed, the status will read Installed and Microsoft Office
Professional Plus will also appear under the Installed Software tab in the main
window of Software Center. You have now successfully installed Office.
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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 office or
personal devices.

1. Navigate to Office365 website

] Office 365

Work of school account

nnect ol —
ol
U BB Verbinden | onc¢ g
A -
Back
To® . | e

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

] Office 365

Work or school account

someone@example.com

Password

Keep me signed in

[ sonn [

Can't access your account?
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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.
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5. Click Install now. Once this is done, an EXE file of the Office 365 install will
download in your Downloads folder.

2 & 2

Install Office ~

Office 365 apps l

Includes Outlook, OneDrive for Business,

I

Word, Excel, PowerPoint, and more

Lorenzc

Note: if you do not wish to make Bing your search engine, or to make MSN your

browser home page (Applies to Firefox, Chrome and Safari) make sure that the
boxes beside these choices are not checked.

6. Find the downloaded OfficeMix.Setup EXE file and double click the
OfficeMix.Setup EXE to install Office 365.

3
T

OfficeMix.5etup
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7. Click Run.

Just a few more steps...

Run Yes
—
- ] Office
@ Say "yes" © Stay online
reen Click Yes to start installing D ding all of Office might take a

Do you want to run or save Setup.X86.en-US_0365ProPlusRetail 07d3a993-0032-4f78-8219-432cc.... .31 MB) from c2rsetup.officeapps.live.com?

@ This type of file could harm your computer.

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

Just a few more steps...

0 Setup - Yes
- ] Office
\
@ Click Run @ Say "yes" © Stay online
Click the Setup file at the bottom of the ick Yes to start installing sding all of Office might take a

Close Need help installing?

8. Once the install is complete, you will be prompted to sign in with your UofM
email and password. Your Program is now installed and ready to use.
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Setting up Outlook on your PC

1. Open Outlook 2016 on the computer. Click Next to continue.

=)

‘Welcome to Microsoft 2016
jetc

\

Welcome to Outlook 2016

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.

2. Click the radial button to the left of Yes, then click Next.

Microsoft Outiook Account Setup.

[Po————

Add an Email Account

Use Outlook 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
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3. Enter your name, email address, and password.

= Your Name: enter your fist and last nhame.
= E-mail Address: your University of Memphis email address
= Password: your password for your email account

Once you have entered the information, click Next.

=

Add Account
Auto Account Setup
Outlook can automatically configure many email accounts.

@ E-mail Account

|l Your Name:

E-mail Address: @memphis.edu

Example: Ellen Adams

Example: ellen@contoso.com

Retype Password: | **sesssssssannss
Type the password your Internet service provider has given you.

(_) Manual setup or additional server types

< Back Next > Cancel

4. Outlook will begin setting up your email.

(Add Account

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

umTech | Page 10



MEMPHIS.

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.

R

-
Microsoft Outlook &
/), Allow this website to configure @memphis.edu server

\ _ﬂ 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.
Xj Don't ask me about this website again:

[ AIIOWJ[ Cancel ]

6. Next, a windows security window will appear for you to enter your UofM email
address and password. If you would like outlook to remember your credentials,
click the box beside Remember my credentials. Sign in with Single Sign on and
authenticate with DUO.

Windows Security

Microsoft Outlook
Connecting to @memphis.edu

' ;‘ | @memphis.edu
'“ | 0000000000000 000
\

[¥] Remember my credentials

J [ cancel
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7. Once the configuration has finished, click Finish.

@ P
Add Account e
l Searching for your mail server settings...
Configuring
QOutlook is completing the setup for your account. This might take several minutes.
+  Establishing network connection
+  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.
|
[] change account settings [ Add another account... ]

<sack [[[_Finish J|[ cancer |

8. Locate the Outlook application and launch it. Outlook will begin loading your
profile and configuring your email. This may take a few minutes. Once this is
done, your email is configured, and you can begin using Outlook.

Outlook

Loading Profile
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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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