Downloading Office 365 EE

Service Desk Tutorial

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
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Your productivity, supercharged
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In a web browser, go to Office 365. If you are not already signed in, select Sign in and proceed
to Step 2.
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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.

BE Microsoft Governors State

..........

Slgn in < @govst.edu

"{0 GovStateUsername@govst.edu Enter passwo rd ?

Password

No account? Create one!

Forgot my password

Use an app instead
@ Next
®

Can't access your account?

Q Sign-in options Governors State University

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

Step 3
Click Send notification to send the notification to your phone. Proceed to Step 4.

@govst.edu

Sign in

We'll send a sign-in request to your phone to sign in

with @govst.edu.

Use your password instead

Send notification I
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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.

Step 5

@govst.edu

Approve sign in request

@ Open your Authenticator app and approve the

request. Enter the number if prompted.

0| ss

Didn't receive a sign-in request? Swipe down to

refresh the content in your app.
can't use my Microsoft Authenticator app right now

More information

Governors State University

(Authentication Pop-up)

@govst.edu

Stay signed in?

Do this to reduce the number of times you are asked
to sign in.

D Don't show this again

B

Governors State University

(Stay Signed In Options)

Once logged into the Copilot landing page, click Apps on the left-hand navigation.

L] (i)
| @ Newchat

Q Search

B Library

§& Create

& Teach

Agents

©Q Panopto for Microsoft Teams

(o New agent

==+ All agents

Chats Q

=+ All chats

Copdot Chat ©
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Step 6
On the open Apps menu, select All apps.

+=+ All agents

Apps
@ Outlook >
@ Teams >
& Word >
a8 Excel >
& PowerPoint >
@ OneNote >
- All chats & Clipchamp >
@ OneDrive 2
& Apps S & SharePoint >

Copilot Chat ©®

Step 7
On the Apps window, click Install apps (A) to open the menu. On the open dropdown, select
Microsoft 365 apps (B).

| Microsoft 365 apps
- Microsoft 365 Copilot desktop app
G Boost your productaty wit free
G ook & woud & bl & rPowerpoint @ OneNote
Microsoft 365 Copilot mobile app
Ermail schechde, 90d set tagks. 0 takeyes the 99 with ou
@ OneDrive @ Teams & Cipchamp &  sharepoint

All app ot more apps
B

Use across Teams, Outlook, and Microsoft 365 Copilot

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.

T X

o
Recent download history ® 9

View 2pps & devices View subscriptions

Q Security & privacy a App permissions

Manage security & peivacy Change pp permissions =
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Step 9
In the pop-up, click Yes to confirm installing Microsoft 365 and Office.

User Account Control

Do you want to allow this app to make
changes to your device?

i Microsoft 365 and Office

Verified publisher: Microsoft Corporation
File origin: Hard drive on this computer

Show more details

[~ ]

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.

B® Microsoft

You're all set! ; Gy

The Microsoft 365 and Office apps are installed on your
computer,

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

Contact ITS Service (Help) Desk:
e Phone: 708.534.HELP (4357) or ext. 4357
e Email: Send an Email to the ITS Service (Help) Desk
¢ Online: Submit a ticket to the ITS Service (Help) Desk
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