Install MS Office 365 on a Personal Device- Job Aid

Purpose

Microsoft Office 365 Suite is the cloud based on-line service that includes Word, Excel, PowerPoint,
Outlook, OneNote, Publisher, Skype for Business and Access.

You can install the MS office suite on up to 5 personal devices, including cell phones.

To install Microsoft Office Suite:

1. Open a browser and go to portal.office.com
2. The Microsoft Sign in dialog box will open.

B® Microsoft
Sign in

lE“l phone, or Skype

MNo account? Create one!
Can't access your account?

Sign-in options

Back Next

3. Sign in with your Legislature email address (UserID@oregonlegislature.gov).

BE Microsoft
Sign in

grahamt@oregonlegislature.gov

MNo account? Create one!
Can't access your account?

Sign-in options

Back Next

4. Click Next.
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5. Enter your domain password.

B Microsoft

« grahamt@oregonlegislature.gov
Enter password

|3.3 ssword

Fargot my password

6. Click on Install Office from the upper right corner.

2 Sestch

Good afternoon

+ &R e - 9

Start vy Outlook Oneive viord sl Powe:Point

7. Select Office 365 apps to start the download.

Install Office

Office 365 apps
Includes Outlack, Onelrive for Business,
Word, Excel, PowerPoint, and more,

S8

SharePoint

Other install options
—»  Select a different language or install ather
apps available with your subscription.

5 Upload and open... ==

8. You will see the Microsoft downloading window. Stay online until the download is done.

B® Microsoft

S &
RS

Please stay online while Office downloads

We'll be done in just a moment.

x

B2 Microsoft

You're all set! Office is installed now
Click Start to view your apps.

Close
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Signing into Office 365 applications:

Once you have installed Office 365, open an application to sign in. For example: MS Word
1. Open MS Word.

2. If prompted, select New
3. Click on the Sign in at the top right corner.
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4. Enter your work email address (userid@oregonlegislature.gov)

B® Microsoft
Sign in

Email, phone, or Skype

Mo account? Create one!

5. Click Next.
6. Enter your domain password and click Sign in.

Y Microsoft
grahamt@oregonlegislature.gov
Enter password

Forgot my password

Sign in with another account
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7. Select Yes when you get a pop-up box asking if you would like to use this account everywhere

on your device.

Use this account everywhere on your device

Windows will remember your account and make it easier to sign in to apps and
websites. You won't have to enter your password each time you access your
organization's resources. You may need to allow them to manage certain settings on
your device.

Allow my organization to manage my device

This app only

8. Select Done.

You're all set!

We've added your account successfully. You now have access to your organization’s
apps and services.

9. Next time you open Word, Excel, PowerPoint or any other MS application, the application will
indicate that you are signed into the Office 365 suite in the upper right corner.
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