Department of Education and Training

Download, update to and install Office 2016
For MAC

1. Open internet browser and navigate to http://portal.office.com/ols/mysoftware.aspx.

2. You will need to log into the Office 365 home page using your EQ details. Type your username and
password. Ensure you use your @eq.edu.au email address.

3. Click 'Signin'.
] Office 365

Work or school account

username@eq.edu.au

Connect

password

! Keep me signed in

Signin Back

Can't access your account?

4. You will be prompted for your EQ username and password on the online authentication page. Type your
username and password.

mQueensland Government /BBbarthient of Education,
b
Logon ID |usemame
Password [.nuou
Change my password

Login ]
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5. Click on 'Install' button.

Office

Manage installs

Want to deactivate Office on one computer and install it on another? Go to My account > Install status

Install Office 2016 for Mac (Recommended)

This will install the following apps on your : Word, Excel, int, Outlook and OneNote.
S i I o O 3
Word Excel  PowerPoint Outlook OneNote

Review system requirements

| Install I

The download package will begin to download.

Microsoft_Office_2016 Installer.pkg.download
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6. When the downloading finishes the file will be listed as 'Microsoft_Office_2016_Installer-.pkg'. Double
click the installer file. You can also access by going into your Downloads folder.

®c ‘w Install Microsoft Office 2016 for Mac ]
Welcome to the Microsoft Office 2016 for Mac Installer

You will be guided through the steps necessary to install this

© Introduction software.

License
Destination Select
Installation Type
Installation

Summary

7. The software Licence Agreement will display. Read and click ‘Continue'.

) ' Install Microsoft Office 2016 for Mac )
Software License Agreement
English
@ Introduction B
o Licsnes ICROSOFT SOFTWARE LICENSE TERMS
OFFDCE 2016 DESKTOP Last updated July 2015
Destination Select IF YOU LIVE IN (OR IF YOUR PRINCIPAL PLACE OF BUSINESS IS IN)
” THE UNITED STATES, PLEASE READ THE BINDING ARBITRATION
nstallation Type CLAUSE AND CLASS ACTION WAIVER IN SECTION 9. IT AFFECTS
. HOW DISPUTES ARE RESOLVED.
Installation Thank you for Microsoft!
Summary Depending on how you obtained the Office software, this is a license
= agreement between (i) you and the device manufacturer or software
installer that distributes the software with your device; or (i) you and

moomm together
mmmmlmlmmm You can review linked terms by

Print... Save... Go Back I Continue I

8. You will be prompted to 'Agree’ or 'Disagree’ to the installation and the licence. Click 'Agree'.

To continue matallmg the soﬂwan you must agree to the terms of
the gl

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

Read License Disagree

Note: The installation will take 7.84GB of your space on your computer.

9. Click 'Install'.

e 0 w Install Microsoft Office 2016 for Mac "]

Standard Install on “Macintosh HD"

I‘l'his will take 7.84 GB of space on your computer. I

@ Introduction
® License Click Install to perform a standard installation of this software
- for all users of this computer. All users of this computer will
© Destination Select be able to use this software.
© Installation Type
Installation
Summary

Change Install Location...

Customize Go Back
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10. You will be prompted by the installer software on your computer. Enter your username and password
and click 'Install Software'.

7~ Installer is trying to install new software. Type

. your password to allow this.

Password: lececccccccces l|

Cancel Install Software

11. The installation of Office 2016 will commence. Wait for the installation to finish.

‘w Install Microsoft Office 2016 for Mac [*)

Installing Microsoft Office 2016 for Mac

Introduction
License
Destination Select

Installation Type Writing files...
Installation

p—
Summary

12. A message will appear to say that your software has been successfully installed. Click 'Close'.

@ - @ Install Microsoft Office 2016 for Mac [*}
The i ion was
o Introduction
o License
@ Destination Select
© Installation Type
© Installation The installation was successful.
® Summary The software was installed.

The software installation will close.

13. To access your newly installed applications, go to your Applications folder (Command + Shift + A).

&
Favores A4 -w L & R
& Al My Files Tunes Launchpad Mail Maps Messages
& iCloud Drive
@ Airbrop = >
[Erepicsicns ] 2 i
0 Desktop Microsoft Excel Microsoft OneNote Microsoft Outiook Microsoft Microsoft Word
[ Documents
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14. Double click on the application you want to use. For example, you want to open Microsoft Word. You will be
prompted with a window to show what is new in Word. Click on 'Get started >'.

] Word 2016 for Mac \

What's New in Word

ized for the Mac, including

Redesigned Ribbon and New Task Panes
All the power of Off ganized the same way acro:

Threaded Comments
thers, so you can have

Get started >

15. You are now ready to use all the benefits included with your Office 365 subscription. Click 'Start Using
Word'.

L ] Word 2016 for Mac

You're All Set

You're now ready to use all of the benefits included with your Office 365
subscripton.

Start Using Word

16. On the main page of your Microsoft application, click 'Sign in'.

o0 Microsoft Word

Blank Document Take Notes
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17. You will be prompted to enter your email address (username@eq.edu.au). Press 'Next'.

L) Word 2016 for Mac

Signin

What email address or phone number would you like to use to
sign in to Word? (If you already have an account that you use
with Office or other Microsoft services, enter it here).

username@eq.edu.au

Privacy statement

18. You will need to log in to the online authentication page again. Enter your username and password and click
‘Login'.
[ ]

Word 2016 for Mac

Government /BBpartment of Education,

Logon ID

Password

Change my password

Login
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After successfully logging in, you will be taken back to the application.

Your Microsoft Office 2016 software is now ready for you to use. This software is only for personal devices and will
remain available as long as you are a Queensland state school student, or employed by the department.
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