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Installation Manual /Microsoft 365 Apps for Mac

If you are signing in to Microsoft 365 website from off-campus internet network for the first time,
you will need to set up an MFA. Check the MFA Setup manual for Microsoft 365 beforehand and

complete the setup.

What you need in oder to install it.

*Mac PC
-Smartphone or Tablet with completed multi-factor authentication settings.

-Dokkyo e-mail address and password

Access the download site and sign in.

1. Go to https://www.office.com/ and click 'Sign in".

M- < L)) E office.com d 2 Ne LT] 4

Hello, Welcome back.

Sign in as @dokkyo.acjp

Switch to a different account

Not you? Forget this account

2. Enter your Dokkyo e-mail address and click 'Next'.

B® Microsoft

Sign in
y " Eg@dokkyo.ac.jp| LA
No account? Create one! E-mail addresses starting with

“g**" for students and "k**" for teachers.

Can't access your account?
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3. Enter password you use to log in to webmail and manaba and click 'Sign in".

BS Microsoft o

< L°, yi@dokkyo.ac.jp P t

. Ifyou see this display, select the
Enter password Would you like to savé  one you prefer.
this p d? i
(ITITITIXI] f\, You can view, edit, or remove saved

passwords in the Passwords pane of

System Preferences.

ml Never for This Website

Not Now

[ The same password as Dokkyo webmail and manaba. ]

4.  When you receive a notification on your smartphone acknowledging the sign-in request, tap 'Approve'.

oo ~\\

IlI \\\
. I i
BS Microsoft : i
1 1
1 1
1 1
- ' ™Wa@dokkyo.ac.jp 1 1
' a ;
Approve sign in request 4 AR ;
H dokkyo.ac.jp :

-~ . N @dokkyo.ac.jp
@ Open your Microsoft Authenjﬂcator app and i i
approve the request to sign in. ] B ]
| can't use my Microsoft Authenticator app right now i i
1 1
1 1
More information H |
\ ]

5. Select 'Yes' or 'No'

BE Microsoft
sk @dokkyo.acjp
Stay signed in?

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

D Don't show this again

No Yes
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Install Office365 application from the site you have signed in to.

1. Click 'Install Office' on Microsoft 365 Home screen and select 'Office 365 apps".
0 O Micosoft Office Home x  +
<& G @ (3 https//www.office.com/?auth=2 B Y O
. ¥
(]
@ Good afternoon _E
e Office 365 apps . )
= L EeEEETTT
> Suact aferem nguige ol ter
perl | apps available with your subscription.
|
Excel - -
I ©
B LY
* If a screen asking whether you want to allow the download appears, tap 'allow'.
2. When Office 365 apps has been downloaded, click ‘Close'.
3. Launch the file named "Microsoft_Office_xx.xx.xx... BusinessPro_Installer.pkg" .
NOTE:The xx part of the file name may differ from the image depending on the version, etc.
Finder> Download Dawnloads
Favorites
@ AirDrop _— 3 _ &
@ Recents - w \‘

A Applications
= Desktop
[3 Documents

@ Downloads

fxmacprnstd22
am1013fml.dm
12 MB

Microsoft_Office_
16.59.2...taller.pkg
20268

Webex.dmg Web
200.4 MB 9.
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Proceed as indicated on the screen.

© Introduction

@ Install Microsoft Office 8
Welcome to the Microsoft Office Installer

You will be guided through the steps necessary to install this
software.

I Continue

=

Introduction
® License

‘@ Install Microsoft Office
Software License Agreement

English 2]

M you are
do not apply to you, and your use of the subscription service/software is
subject to the ters ¥
‘agreed to when you signed up for the subscription and by which you
the license for the software. You may not use the service/
‘software if you have not validly acquired a license from Microsoft or its
It your ithas

You may
‘which are
covered by separ Learn more about

92¢23411-dc91-4dc1-925d-6901c381648.

MICROSOFT SOFTWARE LICENSE TERMS

OFFICE 2021 DESKTOP  Last updated September 2021

IF YOU LIVE IN (OR IF YOUR PRINCIPAL PLACE OF BUSINESS IS IN) THE
UNITED STATES, PLEASE READ THE BINDING ARBITRATION CLAUSE
/AND CLASS ACTION WAIVER IN SECTION 10. IT AFFECTS HOW
DISPUTES ARE RESOLVED.

Go Back Continue

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

Click Agree to continue or click Disagree to cancel the installation and quit
the Installer.

Read License

Disagree

Click 'Install'.
w Install Microsoft Office &)
Standard Install on "Macintosh HD"
s Introduction This will take 10.06 GB of space on your computer.
' License Click Install to perform a standard installation of this software

» Destination Select

on the disk “Macintosh HD".

@ |Installation Type

Customize

Change Install Location...

Enter the Mac start-up password and click 'Install Software'.

Installer is trying to install new software.

STAFF

Installer

Enter your password to allow this.

1
1
T e

Install Software

Cancel
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When 'The installation was completed successfully' is displayed, click 'Close’.

o & Install Microsoft Office

The installation was completed successfully.

Introduction
License
Destination Select
Installation Type

':ﬂa"a‘“’" The installation was successful.
®
ummary The software was installed.

a8

If you see this display, select the
one you prefer.

=

Do you want to move the
“Microsoft Office” Installer to
the Trash?

To keep this package in its current
location, click Keep.

Keep Move to Trash

If an update is running, close it with the X in the upper left corner after the automatic update has

completed.
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Open the installed Microsoft 365 Apps and activate it.

1.

Desktop > Menu bar > Go > Applications to launch Microsoft 365 Apps.

*Excel is used as an

example here.

@ Finder File Edit

View Go Window Help

Back
Forward
Select Startup Disk
@ Recents 5 55
[ NeN ) Applications R 2BV
[ Documents
& Desktop Favorites Today
@® Downloads @ AirDrop
Recents -
@} Home O Rece N
L1 Computer » 4 Applications E
@ G20 = Desktop Google Docs Google Drive Google Sheets Google Slides Microsoft Excel
@ Network [ Documents
& iCloud Drive © Dowrloads
S °
E & @ >
Locations
& iCloud Drive Microsoft Outlook Microsoft Microsoft Teams  Microsoft Word OneDrive
PowerPoint

Tags

Recent Folders

Go to Folder...
Connect to Server...

#K

2. Click 'Continue'.

Get started with Office

Vv Use your work, school, or personal Microsoft account information
v/ Create and collaborate with Word, Excel, PowerPoint, and Outlook

v/ Save and share documents across devices with OneDrive cloud storage

H E P
3 & o

3. Enter your Dokkyo e-mail address and click 'Next'. Then enter password and click 'Sign in".

B Microsoft BE Microsoft

Sign in

< L°, pi@dokkyo.ac.jp

=»

Enter password

p =" im@dokkyo.ac.jp| L a4

} B4

=

Neo account? Create one!

Can't access your account?

Forgot my password

E-mail addresses starting with

[ The same password as webmail and manaba. ]
“g**" for students and “k**" for teachers
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4. Tap 'Approve' on the sign-in request received on your smartphone.

________________________

B Microsoft

" w™Wddokkyo.ac.jp A
Approve sign in request e

J@dokkyo.ac.jp

@ Open your Microsoft Authenticator app and
approve the reguest to sign in.

| can't use my Microsoft Authenticator app right now

More information \

________________________

5. Click on the account icon on the upper left-hand corner and ensure that the correct account is

registered. The account is your Dokkyo e-mail address

Microsoft Excel
i ] >

1
1 %" 1=s@dokkyo.ac.jp |

----------
E Connected Services o
e =

OneDrive - dokkyo.ac.jp P . Total a List
@ 17028@d0kkyo.ac.ip (_) e Totm
ﬁ Q SharePoint > s
Home -
-
@ Gr) Sign Out el Make a List Totala li
New
M Pinned  Shared with me
o ..
Recent

* If the application is not available, a key symbol will appear in the bottom left-hand corner of the

screen and you will have to activate the license again.

|

Note:

If you activate the license for one of the apps, you do not need to do the same for the others.
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