I

EDMONDS
COLLEGE

How to Setup and Install Office 365 (Students)

This tutorial will guide you through the process of accessing Microsoft Office 365, and installing
it on your computer. Office 365 for students is available for both Windows and Mac users.

Before You Begin

You must have your Triton Access account activated to set up Office 365. Your Triton Access
account consists of your Triton ID and Triton Email account.

Instructions: Triton ID Instructions (Student)
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If you have followed all of these instructions, and need further assistance, you may contact the
Service Desk at itsupport.edmonds.edu



https://docs.google.com/document/d/1Y4ARrJqDmlmo5A7DGEByMqo0LqDlo5hHJM1ZdcUeVe8/edit?usp=sharing
https://itsupport.edmonds.edu/

Step One: Set up your Triton Email account with Office

1. Open your preferred web browser. (example: Firefox, Google Chrome, Safari)

Note: Before installing Office 365, check the system requirements prior to downloading.

O

Safari Firefox Chrome Edge Opera
Apple Mozilla Google Microsoft Opera Software

2. Click on the following link to go to the Office website: https://www.office.com/

3. Onthe left, click Sign in

B Microsoft | Microsoft 365 Copilot Products »  Features v Prompts  Support + All Microsoft +

@
Welcome to the Microsoft 365 Copilot app

The Microsoft 365 Copilot app (formerly Office) lets you create, share, and
collaborate all in one place with your favorite apps now including Copilot.*

Sign up for the free version of Microsoft 365 >



https://www.microsoft.com/en-us/microsoft-365/microsoft-365-and-office-resources#coreui-heading-7142msj
https://www.office.com/

4. The next screen will prompt you to Sign in. Enter your full Triton Email address
(example: e.triton1234@student.edmonds.edu), and click on Next.

BS Microsoft

Signin

Email, phone, or Skype

No account? Create one!

Can't access your account?

Back Next

Q Sign-in options

% Microsoft

Sign in

e.triton1234@student.edmonds.edu

No account? Create one!

Can’t access your account?

Back Next




5. The next screen will prompt enter a password. Enter your Triton Email password, and
click on Sign in.
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< e.triton 1234 @student.edmonds.edu

Enter password

Password

Forgot my password

Forgot my password: Triton Access Reset

Coming Soon: Employee Access to Office 365

NOTE: If you forgot your Triton Email password, visit the Triton Access page by clicking on
Triton Access Reset. At the Triton Access page, select ‘Need help signing in?’ an choose Forgot

Password
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&« efriton 1234 @student.edmonds.edu

Enter password

Password

For .__"_|O‘. my password

Forgot my password: Triton Access Reset

Coming Soon: Employee Access to Office 365




6. After entering your password, you will be signed in to Office.
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M365 Copilot

Search
Chat

Agents

Explore agents
Create agent
Conversations
Library

Apps

ER]

@ You have been redirected to the Microsoft 365 Copilot app, with easy access to Copilot and

agents. Update your bookmark to the new URL m365.cloud.microsoft/chat.

GPT-5 On @

Welcome to Copilot Chat

Nessage Copilot

+ 2 Tools

Learn
more
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Give me a concise summary of recent news about
product or company

Gauge the temperature

Compare these files grouped by differences in
formatting, structure, and content: attach files

Highlight the differences

See more v
Step Two: Install Microsoft 365 apps
1. Click “Apps” Icons on the left side of panel
- . @ You have been redirected to the Microsoft 365 Copilot app, with easy access to Copilot and Learn
47 M365 Copilot D agents. Update your bookmark to the new URL m365.cloud.microsoft/chat. more
Q. search GPT-5 On )
I ® chat
s Welcome to Copilot Chat
Explore agents
Create agent
Conversations
0y Library Nessage Copilot
B8 Apps + T Tools 9
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Give me a concise summary of recent news about
product or company

Gauge the temperature

Compare these files grouped by differences in
formatting, structure, and content: attach files

Highlight the differences

See more v




2. Click on the Install apps dropdown menu on the top-right of the screen

o M365 Copilot 58] A Install apps

Q. search Apps
D Chat

Agents
Explore agents

Create agent Use across Teams, Outlook, and Microsoft 365 Copilot

Conversations
. '. Copilot
0y Library v

™ Apps

3. Select Microsoft 365 apps

4 Install apps

J Microsoft 365 apps

Install Word, Excel, PowerPoint, and more.

Microsoft 365 Copilot desktop app
;] Boost your productivity with our free
Microsoft 365 Copilot desktop app.

OUtIOOkl and Mic Microsoft 365 Copilot mobile app

D Take your productivity on the go with our
free i0S and Android app.

. Get more apps
E:I Add your favorite web apps and find new
ways to work smarter together.

4. After clicking “Microsoft 365 apps,” it redirects to Microsoft My Account. Then click
“Install Office.”

My account

My account ¥ Office apps & devices
You can install Office on up to 5 PCs or Macs, 5 tablets,

Subscriptions and 5 smartphones.

Security & privacy Install Office

App permissions View apps & devices

Apps & devices

Tools & add-ins B3 subscriptions

Verify what products and licenses you have.




5. An installer file will be downloaded to your computer. Locate the installer file named
OfficeSetup.exe (Mac Users: OfficeSetup.dmg) and open it

G Save As X
A > Downloads ~ (G | Search Downloads P
Organize ~ New folder =+ 0
2 Home Name Date modiﬁeg
H] Gallery No items match your search.
B Desktop

—| Documents

J- Downloads

File name: | [@JfileEnt=100]s) v
Save as type: Application v

A Hide Folders Cancel

6. Office will begin installing on your computer

S Microsoft

Please stay online while Microsoft W | a &

365 and Office downloads

We'll be done in just a moment. m u m




7. Once Office has completed its installation, you may close the window, and review the
newly installed applications by pressing on the Start button (Mac Users: Open the
Finder and look in your Applications)

B® Microsoft

You're all set! ; —

-

The Microsoft 365 and Office apps are installed on your

computer.

l Close

| S
8. Open an Office application of your choice.

Q |F-e:-'1|'<:|"| for apps, settings, and documents
Pinned All >
Edge Word Excel PowerPoint QOutlook Settings
N =

OneNote File Explorer




9. You may be prompted to sign in. Click “Sign in or create account.”

Microsoft

Sign in to get started with Word

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

" Save and share documents across devices with OneDrive cloud
storage

Sign in or create account | have a product key

Close Word

© G

10. Sign in using your Triton Email address and Triton Email password

B® Microsoft

Activate Office

e.triton1234@student.edmonds.eduyl x

MNo account? Create one!

©2021 Microsoft  Privacy statement

MNext
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e.triton4621@student.edmonds.edu
Enter password

|Dass‘.«.-:rd

Forgot my password

Sign in with ancther account

Forgot my password: Triton Access Reset
(https://edmonds.okta.com/signin/forgot-
password)

Coming Soon: Employee Access to Office 365




11. After signing in, you will be asked to stay signed in to all your apps. Click on Yes, then
your account will be added to your computer.

B Microsoft

Sign in to all apps, websites, and services on
this device?

Choosing Yes will:

+ Allow us to use your work or school account to sign you in to apps and
websites you use on this device.

« Register this device with your organization, so they can view device
information like the device's name.

Consider choosing Noe, this app only if you share this device with others.

Learn more about single sign on

No, this app only Yes

a5 Microsoft

Account added to this device

You now have access to your organization's apps and
services. If this is a shared device, make sure to
remove your information when finished.




12. Congratulations! You may now access your Office applications with your Triton Email
account

B® Microsoft

Your privacy matters

Thanks for using Office. Your organization has given you the ability to use optional cloud-backed experiences. You get to decide
whether you use these experiences. To provide optional connected experiences, Office collects required service data.
Learn more

These optional cloud-backed services are provided to you under the Microsoft Services Agreement.
Microsoft Services Agreement

To adjust your optional connected experiences, go to:
File > Account > Account Privacy

Close
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