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Introduction

This documentation is to serve as training for installation and access to your Microsoft Office
365 Suite Installation.

When performing the installation, it is important that you do so through your MyApps
dashboard. If you are operating on a university assigned device, the option to install your
Microsoft applications are available through Company Portal via Windows devices and Self
Service via Mac/Apple devices.

If you are attempting to install the latest version of these applications, it is advised to do so via
a browser of your choice and following the installation procedure through the MyApps
dashboard.

Installing Microsoft Office 365 Suite — via MyApps

1. Open a browser of your choice and go to login.southernct.edu and sign in to your
MyApps dashboard.

2. Once in your MyApps dashboard, go to the top left-hand corner and select the 9-dot
icon.



v

B MyApps X+

c 23 myapps.microsoft.com

[0 pAllY [ SCSU DAILY 1 Gmail » YouTube

PN

>

B 0o

fin ]

O

Patino, Vincent N.
patinovl @southemct.edu

Home

My Account 3
My Apps

My Staff

My Groups ~

My Access ~

Give feedback

= w £ Incognito2)  NewChrome a

BAl Maps (@ Online Courses - Le. [ PRINTERS [ STATUS PAGES [ FORMS [ TOOLS . an

Apps dashboard

i Addapps @ Create collection # Customize view

| £ Search apps

Employee Apps Non-Prod Apps  Apps

" Employee Apps

g
T
£ Feiilcr

- -Banner
Accommodat... Faculty/Advis...

#51 Settings
-Banner -Blackboard -CoreCT ~Email
General Learn 9 Bookmark Quarantine

3. Once selected, a drop-down menu will show your Microsoft Office 365 applications.
Select the Microsoft 365 hyperlink located on the top-right corner of the drop-down

menu.
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4. When selected, a new tab for Microsoft Copilot will be prompted in your browser.
Select the 9-dot icon located on the top-left of the page.
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6. On the top right-hand corner select “Install apps” to prompt the drop-down menu.
When prompted, select “Microsoft 365 apps”.
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7. A new browser tab will open, once loaded, navigate to the “Office apps & devices”
section and select “Install Office”.
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8. A “Save As” window will prompt, select “Save” to begin the download for the Office
Setup. Note the recent download history on your browser to see when the download is
complete.
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9. Once the download status reflects “Done”, select the file to prompt the installation on
to your desktop.
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10. A “User Account Control” window will prompt asking for permission to allow the
Microsoft 365 and Office app to make changes to your device. Select “Yes” and the
installation process will be completed shortly after. If prompted to sign in once
completed, sign in with your university credentials to sync the desktop applications with
your SCSU Microsoft License.
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