Installing Office 2016

PWCS full time staff members and 3-12t grade students in PWCS have the
ability to download 5 copies of Office 2016. For staff, these software downloads
can occur both at school and at home. Students have the ability to download at SearchBl settings jo
home. The software can be downloaded on both PCs and MACs and will remain

avaiable to you as long as you are an employee or student of PWCS.

Automatic replies
Create an automatic reply (Out of office)

message.

Display settings

Choose how your Inbox should be organized.

Log in to Office 365. Click on the gear and choose Office 365 settings.

Offline settings
Use this computer when you're not connected
to a network

Choose Software on the next window.

Manage add-ins
Turn add-ins on or off, install new ones, or

Settings

uninstall others.
©® Looking for Security & Privacy settings? They've moved up a bit. Show me

Theme

. Balloons

Notifications

Theme
Choose your favorite theme. Balloons

Start page

Set tart
Change where you land when you sign in Styourstan page

On

Motifications

Decide which notifications you need. on Your app settings
Office 365
Software -
Install software. Mail
Calendar
Language and time zone : P
eople
Choose your language, time zone, and date and time format. English {United States) P
Yammer

Install Office 365 ProPlus with the new 2016 apps (Recommended)

Scro” down a nd CI ick Insta I | . This will install the following apps on your computer: Word, Excel, PowerPoint, OneNote, Access, Publisher, Outlook, Skype for

Business, OneDrive for Business

During the installation process, you may be El @ Eﬂ @ E;jl ﬂﬂ u@

Word Exce PowerPoint OneMNote Access Publisher  Outlock  Skype for

asked to enter your username (which is your .
email address) and your password. i
OneDrive
Keep in mind the installation of Office is forfuness
connected to you. By installing the software, nguage Verson

it a”ows you to Work seamless'y With Office ‘Engllsh[UmlEd States) il 32-bit (Recommended) Advanced

365 d nd OneDrive- You Can save fi I es d i reCtIy Don't see the language you want? Install one of the languages in the list above and then install a language accessory pack.
. . . . Additional languages and language accessory packs don't count against your install limit.

from any Office application to OneDrive. e ’ e

Review system requirements
Troubleshoot installation

You can manage your software installations T |
and what computers are allowed to use the
software. If you ever want to deactivate Office from

a computer, go to My account > Install status. This Office

comes in useful when you get a new computer. Manage installs
When deactivating, the software will still remain on
the computer but will not be useable.

Want to deactivate Office on one computer and install it on another? Go toMy account > Install status,




