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® |Install or Upgrade to Microsoft Office for Mac 2021
® |nstalling office
® First time running office

Installing office

1. Download the installer from IS&T.
2. Double-click the downloaded zip file to decompress it.You'll have a folder with Installer pkg and a Serializer pkg.

1. Double-click the Microsoft_Office_16.54.21101001_Installer.pkg icon.
Result: The installer launches:

® e Install Microsoft Office for Mac o

Welcome to the Microsoft Office for Mac Installer

You will be guided through the steps necessary to install this
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software.
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2. Click Continue.
Result: The Software License Agreement is displayed:
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Software License Agreement
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@ License Consumer Customers: To determine which one of the two separate sets of

license terms below apply to you, check the product title. This is printed
either on product packaging if you purchased the product from a physical
retail store or on the page from which you purchased the software if you

the online. If Office 365 (e.g.,
Office 365 Home, orl ) then the to
gl - Office 365 Ci
ipt Service and below applies to you. If designated

Office software (e.g., Office Home & Student or Office Home & Business),
then the “Microsoft Software License Terms — Office Desktop™ below
apply to you.

Enterprise Customers: If you are an Enterprise customer, the below terms
do not apply to you, and your use of the subscription service/software is
subject to the terms and conditions of the volume license agresment you
agreed to when you signed up for the subscription and by which you
acquired the license for the software. You may not use the service/
software if you have not validly acquired a license from Microsoft or its

licensed If your isa ithas
enabled you to use certain connected services in Office 365. You may also
have access to other services from , which are

covered by separate terms and privacy commitments. Learn more about
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3. Click Continue.


http://ist.mit.edu/office/license

Result: You are asked to agree to the Software License:
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To continue installing the software you must agree to the terms of the
software license agreement.
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Click Agree to continue or click Disagree to cancel the installation and quit
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Office software (e.g., Office Home & Student or Office Home & Business),
then the “Microsoft Software License Terms — Office Desktop™ below
apply to you.

Enterprise Customers: If you are an Enterprise customer, the below terms
do not apply to you, and your use of the subscription service/software is
subject to the terms and conditions of the volume license agresment you
agreed to when you signed up for the subscription and by which you
acquired the license for the software. You may not use the service/
software if you have not validly acquired a license from Microsoft or its

licensed If your isa it has
enabled you to use certain connected services in Office 365. You may also
have access to other services from t, which are

covered by separate terms and privacy commitments. Learn more about

Print... Save... Go Back Continue

4. Click Agree

Result: The Installation Type is displayed:
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® Installation Type

Standard Install on “Mac SSD”

This will take 9.09 GB of space on your computer.

Click Install to perform a standard installation of this software
for all users of this computer. All users of this computer will
be able to use this software.

Change Install Location...

Customize Go Back Install

5. Click Install.

Result: You are prompted for your name and password:

— Installer is trying to install new software. Type

. ., your password to allow this.
i fi E

Username: John Q User

Password: |

Cancel Install Software




6. Enter the username and password for your local computer account and click OK.
Note: You may have to close certain applications for installation to complete.
Result: Installation will take some time.
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Installing Microsoft Office for Mac
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Writing files...
@ Installation

Install time remaining: About 2 minutes

7. When it completes, the summary screen is displayed:
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The installation was completed successfully.
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Installation

The installation was successful.

The software was installed.

® Summary

8. Click Close.
Result: Microsoft Word automatically starts and presents you with a Get Started window:
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What's New in Word

Unmistakably Office, Designed for Mac
Modern Office design that's fully optimized for the Mac, including
Retina display and full screen view.

Customizable Ribbon
All the power of Office now organized just the way you want it.

Focus Mode
Concentrate on the content in your document without having any
other screen clutter.

Improved Acce:
Features like Reading Mode and autogenerated Alt-Text for images
make documents more inclusive.

Expressive Inking
Features like ink effects, roaming pencil case, and tilt effects make
it easy to create more impactful content.

Get started >

First time running office

Office 2021 Activation
Please run the Microsoft_Office_LTSC_2021_VL_Serializer.pkg to properly activate Microsoft Office 2021 for Mac

1. Click Get Started
Result: You are asked to optionally sign in to your Microsoft account:
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Sign In to Access Cloud Storage

Get your documents that are stored in the cloud. Use your Microsoft account
or the account assigned to you by your work or school.

Skip signin >

< Back

2. Click Skip sign-in.
Result: Configuration is complete:
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You're All Set

You're now ready to use Office.

Start Using Word

3. Click Start Using Word.
Result: You might be prompted to install updates, if any are available. If so, follow the prompts:



Microsoft AutoUpdate

The following updates are available for your Microsoft software.

Install  Name Type Released Size

v, Outlook Update 16.25.0 (19051201) Recommended 5/12/19 894.0 MB

For detailed information about this update, please visit the following Web site:

https://go.microsoft.com/fwlink/?Link|D=831049

Learn more
Privacy statement

Program terms

Check for Updates

4. Click Install. If you're prompted for authentication, enter your user name and password again.
Result: Microsoft AutoUpdate prompts you for configuration:

[ ) Microsoft AutoUpdate

AutoUpdate checks for update versions of your Microsoft software. For more
information about AutoUpdate, see Help.

How would you like updates to be installed?

Manually Check
Automatically Check
o Automatically Download and Install

Join the Office Insider program to get early access to new releases

If you choose to participate in this program, diagnostic data will be collected
from your use of the services and is required to be collected from all
participants in this program. This diagnostic data is comprised of
information about your Office settings, device capabilities, whether Office is
performing properly, and how you use apps, features, and devices. This
includes error reporting. Diagnostic data is used to keep Office secure and
up to date, troubleshoot problems, and make product improvements.

Choose how you get Insider builds £

Office Insider Slow — Best for Insiders who want to get early access to fully
supported builds with minimal risk and provide feedback to make Office
great.

Learn more
Privacy statement

Program terms

Check for Updates

5. Accept the defaults and click Check for Updates. You might be prompted to install one or more updates in succession. Follow the
prompts until no more updates are available.
6. Microsoft Office for Mac 2021 is now ready for use.



