Acquiring Microsoft Office 365 for your
computer

Mac:

1. Go to my.daemen.edu
2. Login to My Daemen at the top of the page using your
Daemen username.

a. Your username will be your first name then your
last name separated by a period
(firstname.lastname).

3. Scroll down the page slightly. On the left hand side, follow
the link under the heading: Technology, called Microsoft
Office 365.
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4. You will be redirected to a page with a link that says: “Get
Microsoft Office 365.” Follow the link and you will be
directed to the website called Okta.
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Daemen College has partnered with Okta Inc. to provide access to Microsoft Office 365.
You will be redirected to their websjfe and need to provide your Daemen username and
password.
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5. You will then be asked to sign into your Daemen account
once again.

Please sign in below to access .
Microsoft Office 365 Daemen ':I Office 365

DAEMEN

Sign In

Username ‘Your security image@

Password

Signin Remember me@

Forgot password? | Help | Trouble logging in?



6. If you are visiting this website for the first time, you will
be asked to set a security picture and create your account.

Please sign in below to access .
Microsoft Office 365 Daemen g Office 365

Welcome to Daemen College,

Create your Daemen College account to access Microsoft

Office 365 Daemen I:l Office 365

Click a picture to choose a security image

Your security image gives you additional assurance that you are logging into
Okta, and not a fraudulent website

Create My Account

7. Once you are logged in, you will then be directed to a page
where you see the Office 365 Logo. Click or tap on the
picture to take you to the Office installation.
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8. You will then be directed to a page where you can install
Office.

Install Office on your Mac

W X ¢ O

Word Excel PowerPoint Outlook
Language: English
Got a PC? Sign in there to install the latest version of Office. Change language
Or a smartphone or iPad? Set up mobile apps

Get OneNote for Mac

: It's your own digital notebook.
I Download from the app store

OneNote

Collaborate with Office Online

Setting up... Setting up... Setting up... Setting up... Setting up...

9. The file will now download to your computer. Open
Finder and go to your Downloads folder. The name of the
file will be MicrosoftOffice2011.dmg. Double click the file

and it will open up a new window.

#~: Applications vsphere-client Nov 17, 2014, 3:11 PM
5] Desktop download Nov 17, 2014, 3:11 PM
& MicrosoftOffice2011.dmg Nov 11, 2014, 5:40 PM
[ Documents = kubuntu-plasmas-14.10-desktop-amd64.iso Nov 6, 2014, 9:43 AM
o Downloads & ubuntu-14.04.1-desktop-amd64.iso Nov 5, 2014, 10:37 AM
AutoCAD_2015_English_Win_64bit_R1_dim.sfx.exe Oct 7, 2014, 2:16 PM
Pevices & WindowsTechnicalPreview-x64-EN-US.iso Oct 2, 2014, 12:03 PM




10. Double Click the icon that says “Office Installer.”

X 1 item — )

Office:mac==

Office Installer
1.02 GB

11. Click “Continue.”

[ %]
Welcome to the Microsoft Office for Mac 2011 Installer

You will be guided through the steps necessary to install this

¢ Introduction g

License
Destination Select
Installation Type
Installation

Summary




12. After reading the License Agreement, click Continue.
82
Software License Agreement

English

<>

@ Introduction

o License

Destination Select Office for Mac 2011 Privacy Statement

Installation Type
Below are five separate sets of License Terms for Office for Mac 2011, Service |

Installation Pack 3, and related software. Only one set of license terms in Sections 1 to 4
may apply to you; Section 5 may not apply to you. You can view the License
Summary Terms at any time by g for License Ag in Help.

Section 1: If you license Microsoft Office for Mac 2011, Service Pack 3 trial, the Section
1, License Terms apply.

Section 2: If you license Microsoft Office for Mac Home and Business 2011, Service
Pack 3, the Section 2 License Terms apply.

Section 3: If you license Microsoft Office for Mac Home and Student 2011, Service Pack
3, the Section 3 License Terms apply.

Section 4: If you license Microsoft Office for Mac University 2011, Service Pack 3, the
Section 4 License Terms apply.

Print... Save... Continue

13. Then click Agree.

To continue installing the software you must agree to the terms of
the software license agreement.

e Inj Click Agree to continue or click Disagree to cancel the installation and
o Lic quit the Installer.
Del nent
iy Read License Disagree Agree Moe |
Ins 04
7 mayappiy 10 YOou; SECTion > may not appiy 10 you. YOU Can VIew tne License
Summary Terms at any time by g for License Ag in Help.

Section 1: If you license Microsoft Office for Mac 2011, Service Pack 3 trial, the Section
1, License Terms apply.

Section 2: If you license Microsoft Office for Mac Home and Business 2011, Service
Pack 3, the Section 2 License Terms apply.

Section 3: If you license Microsoft Office for Mac Home and Student 2011, Service Pack
3, the Section 3 License Terms apply.

Section 4: If you license Microsoft Office for Mac University 2011, Service Pack 3, the

Section 4 License Terms apoly.

Print...

Save... Continue




14. Then click Install.
’ B
’ Standard Install on “Macintosh HD”

% Ftroduction This will take 1.61 GB of space on your computer.

» License Click Install to perform a standard installation of this software

on the disk “Macintosh HD".
© Destination Select

© Installation Type

Installation

| Summary

Change Install Locatio

Customize Go Back Install

15. Type in your computer Username and Password and
click Install Software.

: -~ Installer is trying to install new software. Type
your password to allow this.

Username:

Password:

Cancel Install Software



16. If you have any applications open, Office will ask you to
close those programs. Click Close Applications and Install.
[ ]

3 These applications must be closed before the
. . software can be installed:

Introd E Google Chrome

Safari

Licen: iware
| If you don't want to close these applications now, ch. nstall
Destir Later.
|

Instal Install Later Close Applications and Install

Install

Summary

Change Install Location...

Customize Go Back Install

17. Once the installation is complete, click Close and begin
using Office.

(] 82 Install Microsoft Office for Mac 2011 a

The installation was completed successfully.

Introduction
License
Destination Select

Installation Type

Installation The installation was successful.

Summary The software was installed.

If you have any questions, or you experience problems with
this process, please feel free to call the Faculty Support Hotline
at 716-839-8430.



