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Purpose:  
This tutorial will help Faculty, Staff, and Students download and install Office 365. 

Step 1 
In a web browser, go to Office 365. If you are already signed in, click your name and proceed to 

Step 3. OR 

 

 

In a web browser, go to Office 365. If you are not already signed in, select Sign in and proceed 

to Step 2.  

 

 

 

 

 

 

 

http://www.office365.com/
http://www.office365.com/
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Step 2 
Enter your GovState email address (A) in the email address field and click Next (B).  In the 

next window, enter your Govstate password (C) and click Sign in (D). Proceed to Step 4.  

 

    

(Microsoft Sign in Screen)           (GovState Microsoft Password Screen) 

 

 

Step 3 
Click Send notification to send the notification to your phone. Proceed to Step 4.  
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Step 4   
If prompted, enter the two-digit code (A) in your Microsoft Authenticator App. When prompted 

to stay signed in, click No or Yes (B). ITS suggests selecting No. 

     

     (Authentication Pop-up)     (Stay Signed In Options) 

 

Step 5 
Once logged into the Copilot landing page, click Apps on the left-hand navigation. 
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Step 6 
On the open Apps menu, select All apps. 

 

Step 7 
On the Apps window, click Install apps (A) to open the menu. On the open dropdown, select 

Microsoft 365 apps (B). 

 

Step 8 
On the My account page, click Install Office (A), and the Office Installer will download. Once 

downloaded, click the Download icon (B) in the upper right corner, then click 

OfficeSetup.exe (C). The installer will begin running.  
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Step 9 
In the pop-up, click Yes to confirm installing Microsoft 365 and Office.  

 

 

Step 10 
It may take a little time, depending on your internet connection, but you will know you are done 

when the install window shows the phrase “You are all set!” Select Close. 

 

 

 

If you have any questions, please contact the ITS Service (Help) Desk. 

Contact ITS Service (Help) Desk: 
• Phone: 708.534.HELP (4357) or ext. 4357 

• Email: Send an Email to the ITS Service (Help) Desk 

• Online: Submit a ticket to the ITS Service (Help) Desk 

  

mailto:help@govst.edu
https://help.govst.edu/




Accessibility Report





		Filename: 

		Tutorial_Downloading_Office_365.pdf









		Report created by: 

		



		Organization: 

		







[Enter personal and organization information through the Preferences > Identity dialog.]



Summary



The checker found no problems in this document.





		Needs manual check: 0



		Passed manually: 2



		Failed manually: 0



		Skipped: 1



		Passed: 29



		Failed: 0







Detailed Report





		Document





		Rule Name		Status		Description



		Accessibility permission flag		Passed		Accessibility permission flag must be set



		Image-only PDF		Passed		Document is not image-only PDF



		Tagged PDF		Passed		Document is tagged PDF



		Logical Reading Order		Passed manually		Document structure provides a logical reading order



		Primary language		Passed		Text language is specified



		Title		Passed		Document title is showing in title bar



		Bookmarks		Passed		Bookmarks are present in large documents



		Color contrast		Passed manually		Document has appropriate color contrast



		Page Content





		Rule Name		Status		Description



		Tagged content		Passed		All page content is tagged



		Tagged annotations		Passed		All annotations are tagged



		Tab order		Passed		Tab order is consistent with structure order



		Character encoding		Passed		Reliable character encoding is provided



		Tagged multimedia		Passed		All multimedia objects are tagged



		Screen flicker		Passed		Page will not cause screen flicker



		Scripts		Passed		No inaccessible scripts



		Timed responses		Passed		Page does not require timed responses



		Navigation links		Passed		Navigation links are not repetitive



		Forms





		Rule Name		Status		Description



		Tagged form fields		Passed		All form fields are tagged



		Field descriptions		Passed		All form fields have description



		Alternate Text





		Rule Name		Status		Description



		Figures alternate text		Passed		Figures require alternate text



		Nested alternate text		Passed		Alternate text that will never be read



		Associated with content		Passed		Alternate text must be associated with some content



		Hides annotation		Passed		Alternate text should not hide annotation



		Other elements alternate text		Passed		Other elements that require alternate text



		Tables





		Rule Name		Status		Description



		Rows		Passed		TR must be a child of Table, THead, TBody, or TFoot



		TH and TD		Passed		TH and TD must be children of TR



		Headers		Passed		Tables should have headers



		Regularity		Passed		Tables must contain the same number of columns in each row and rows in each column



		Summary		Skipped		Tables must have a summary



		Lists





		Rule Name		Status		Description



		List items		Passed		LI must be a child of L



		Lbl and LBody		Passed		Lbl and LBody must be children of LI



		Headings





		Rule Name		Status		Description



		Appropriate nesting		Passed		Appropriate nesting










Back to Top

