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Downloading Microsoft Office for C2k Users

C2k school users are now able to download the full version of Microsoft Office for PC or Mac
free of charge for installation on up to 5 personal or home PC or Mac computers.

This information sheet provides instructions for school users with a valid C2k username on
how to download the full version of Microsoft Office on up to 5 personal devices (PCs or
Macs).

Target Audience: All C2k Users

On a home desktop or laptop open an Internet Browser

Enter: https://login.microsoftonline.com

B® Microsoft
Sign in
E

@\ sign-in options

Sign in to Office 365 with your school details

1) Enter | c2k username in the format <username> @c2ken.net in first field
I.e. [bloggs123@c2ken.net

Note: this requires the domain @c2ken.net and NOT @c2kni.net.

The Office 365 sign in will be redirected to a new page:
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2)

Enter Username & Password again :

Enter: User name: <c2k username@c2ken.net
(i.e. jbloggs123@c2ken.net)

Enter} your C2k password:

adfs.c2kschools.net

Type your user name and password.

User name: | ‘

Password: | ‘

Click | Sign In
On the right hand side, you will see Install apps
Microsoft 365 S Search [ b3 ?
A
® Welcome to Microsoft 365, Irene Install apps -
)] Recommended
ty Content
Elp D Significant edits were made since last ...
Feed Aug 7, 2012
EB [3-| Document3
o™

Install apps v

Microsoft 365 apps

|<—

Word, Excel, PowerPoint, and more.

Other install options

9 Select a different language or install other
apps available with your subscription.

ETms=) e rNFALE

Includes Outlook, OneDrive for Business,

Click on Other install options
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My account o] 7
<
{AY My account ¥ Office apps & devices B3 subscriptions
You can install Office on up to 5 PCs or Macs, 5 tablets, Verify what products and licenses you have
B3 subscriptions and 5 smartphones.
Q Security & privacy Install Office
EI App permissions. [ View apps & devices View subscriptions
\L Apps & devices

2 Tools & add-ins QA Security & privacy & App permissions
Protect your account and adjust important privacy Manage which apps have access to your data. You can
settings to your preference. revoke permission whenever you want.
Manage security & privacy Change app permissions =

Select Install Office.
Officer installer will download

Click OfficeSetup.exe

=
L,

s = @ 4

Downloads P Qe 5P

-

OfficeSetup.exe
6 Open fil =

fice apps & devices B3 Subscriptions

all Office on up to 5 PCs or Macs, 5 tablets, Verify what products and licenses you have,
phones.

Install Office

View apps & de subscriptions

BT Microsoft

CUrItY & Pri| were etting things rescy. missions
account and adjust important privacy Manage which apps have access to your data. You can
our preference. revoke permission whenever you want.
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Alternatively, you will find OfficeSetup.exe if you navigate to your downloads folder.

Name
» Quick access
B Desktop * ~ Today (1)
¥ Downloads * © OfficeSetup
Double click on the installer to begin the process.
A vg = +
Downloads Qo s |

OfficeSetup.exe
(o) P

Open file

fice apps & devices B Subscriptions
all Office on up to 5 PCs or Macs, 5 tablets, Verify what preducts and licenses you have,
phones.

Install Office

View apps & de subscriptions

B8 Microsoft

CUrIty &L Pri| were geting tnings reasy.. missions
account and adjust important privacy Manage which apps have access to your data. You can
our preference. revoke permission whenever you want.

Download and install can take several minutes, please ensure to stay online.

BY Microsoft

Please stay online while Microsoft m I' *

365 and Office downloads

We'll be done in just a moment. G u g

E S
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Once complete you will see the following message.

=. Microsoft

You're all set!

The Microsoft 365 and Office apps are installed on your
computer,

l Close

Once office is launched for the first time you will be asked to activate, Choose Continue

Good afternoon

B¥ Microsoft (OO

Hello Harold, welcome to Word

i)
Sign in to activate Word with this account

Blank Vivid shapes event brochure]

@ More templates.

hheadley760@c2ken.net

P s

Recent

You haven't o Change account

More documents

When prompted to activate the software

3) Enter | <username>@c2ken.net B® Microsoft

Activate Office
Please note this requires the domain @c2ken.net and NOT
@c2kni.net.

hheadley760@c2ken.net X

No account? Create one!
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To complete installation user will be asked to sign in again

4) Enter| <username>@c2ken.net
adfs.c2kschool.net

Enter] password.

Sign in with your organizational account

Click; Sign in

hheadley760@c2ken.net

Choose OK, Done and Accept

X X

Stay signed in to all your apps

Windows will remember your account and automatically sign you in to your apps and

websites on this device. This will reduce the number of times you are asked to log in.

A s
‘ Hold on while we register this device with your company and apply policy.
This may take a moment...
a a
No, sign in to this app only
OK
X

You're all set!

We've added your account successfully. You now have access to your organization’s
apps and services.

B2 Microsoft

Accept the license agreement

Mictosoft 365 Apps for enterpise inclades these apps
El
L < Ut
-1
By seecieg Accept Py —

Notes:
1. The installation of Office will remain available while your C2k username remains

active. l.e. when you leave education your C2k username will cease to be valid, and

the Office product will revert to a read-only version.

2. If a user installs Office on a 6th device, the software will remain as read-only until one

of the previous 5 installations is deactivated.
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To deactivate an installation, go to http://myaccount.micrososft.com via “Account” &

“Manage Account”

Account

User Information

Harold HEADLEY
hheadley760@c2ken.net

Account Privacy

Manage Settings

Office Background:

Word naoareoey @ A 2 - o %

Product Information

B" Microsoft

Subscription Product for hheadley760@c2ken.net
Microsoft 365 Apps for enterprise

This product contains

Switch License ‘

Circuit

Office Theme:

Colorful

Ejﬁ Microsoft 365 and Office Updates

Updates are automatically downloaded and installed.

= Update

Connected Services:

B Sites - C2k
hheadley760@c2ken.net

Add a service ¥

Account
Feedback

Options

P Type here to search

Options ¥

o) About Word

0/ Learn more about Word, Support, Product ID, and Copyright information.
Version 2310 (Build 16924.20150 Click-to-Run)

Current Channel

About
Word

é}t What's New
See the most recently installed updates.
What's
New

FTSE 100

Choose Devices and then “Disable Lost device” to deactivate.

| O Devices
£ Password
©) Organisations
8 Settings & Privacy

& Mysign-ins

B3 Subscriptions

& Give feedback

My Account A & 7 (ko
H HEADLEY760 1
If you lose a device or no longer use it, disable it so no one else can gain access to it, To re-enable it after it's been disabled, contact your admin
& Overview
8  Security info 0O DESKTOP-RGENMFC Windows Active N

Disable lost device

‘ View Bitlocker Keys

Q)  DESKTOP-JNMPEPL

Disable lost device
= Office apps

‘ View Bitlocker Keys

Organisation Status Device object ID ©)

Eane 7d2e1e6d-d10a-418f-b06d-da3fc63cbds 1 [
Windows Inactive

Organisation Status Device object ID O

Inactive for 3 weeks. 651721d5-711a-4de0-a27e-fdbac227fef1 [a)
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