Office 365 ProPlus:
Chapter 1: Online Portal
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1. Login to: https://login.microsoftonline.com

a. Type your username: <IC No>@penang.gov.my a. Type your password.
b. Click Next b. Click Signin

BE \jicrosoft a" Microsoft

Slgn in < saiful@cepul101.onmicrosoft.com

880808146899@penang.gov.my Enter password

. oooooooooo|
Can't access your account?

No account? Create one! Forgot my password
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2. Main Page of Office 365 ProPlus Portal

App Launcher

32 Office 365

View all available apps \

Good evening

Apps
a [ P
OneDrive Word Excel PowerPoint
Explore all your apps —
Documents
Recent Pinned Shared with me Discover
D Name

E ©

OneNote Admin

Last opened by you

Settings

Search apps, documents, people, and sites

Install Office apps /

& (0

Sway Forms Store

T Upload and open...

B

Activity

My Accounts

|

Install Office 2016
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3. My Accounts

My accounts x

Saiful Nizam Jamaluddin

saiful@cepul101.onmicrosoft.com

My account

a. Click here to reveal My Accounts

b. Always click Sign out each time

Sign out «—

you not using the Portal
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4. Settings

“ a. Click here to reveal Settings

Settings X

Search all settings pe

Theme

[ Dcfauit theme < b. Click here to select your preferred theme

Start page
Set your start page < c. Click here to select your Start page

Password ¢— ]
T i) d. Click here to change your password

Language
English (Malaysia) < e. Click here to change Portal language

Your app settings

Office 365

f. Click here to change your app settings
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5. App Settings

a. Thisis App Settings option.
b. Click Install status to view your Office 2016 installation count.

Office 365 My account

Install status

My account
y Manage your PC and Mac installs herg

Personal info Install desktop applications

J Office

Detected installs: 0 <— c. Currently, no Office 2016 is installed on any PC or Mac

Subscriptions

Security & privacy

App permissions

Install status

Settings
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6. Install Office 2016 (32 bit installation)

a. Click Install Office apps to reveal installation options Just a few more steps...

Install Office apps .
Save File
Office 2016

Includes Outlodk, OneDrive for Business, —

Word, Excel, PowkrPoint, OneNote, and more.

&<

Other install optipns
9 Install a different landuage, the 64-bit version,
or other apps availabl with your subscription.

@ Click Run @ Say "yes" © Stay online

\ If asked, click Save File, then run the file. Click Yes to start installing. After installation, start Office and sign in

with the account you use for Office 365:
saiful@cepul101.onmicrosoft.com.

b. select Option: ofﬁce 2016 Opening Setup.X86.en-us_0365ProPlusRetail_04c364f6-16a7-404b-%ee3.. X

Close Need help installing? You have chosen to open:

-..il_04c364f6-16a7-404b-9ee3-18253544b0c7_TX_5G_b_64_.exe

which is: Binary File (4.5 MB)
. . from: : offi dive.
C. Cllck Save F||e rom: https,//c2rsetup.officeapps.live.com

Would you like to save this file?
= Save File

d. Run the file. Make sure you on WIFI network, not data plan
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6. Install Office 2016 (64 bit installation)

Office

a. Click Install Office apps to reveal installation options
Install Office 365 ProPlus with the new 2016 apps  What happened to Office 20137

This will install the following apps on your computer: Word, Excel, PowerPoint, OneNote, Access, Publisher, Outlook, Skype for Business, OneDrive f

7 P EEDEEDP RO a

Install Office apps Word Excel ~ PowerPoint OneNote Access Publisher ~ Outlook  Skype for  OneDrive
Business for Business
Office 2016

Includes Qutlook, OneDrive for Business,
Word, Excel, PowerPoint, OneNote, and more. Language: Version:

Other install options — [ English (United States) v]  s2bitacancce®— c. Click Advanced and select 64-bit
%

Install a different [3pguage, the 64-bit version,
or other apps availale with your subscription.

<

Don't see the language you want? Install one of the languages in the list above and then install a language accessory pack. Additional languages

Review system requirements
Troubleshoot installation

d. Click Install

b. Select option: Other install options

Opening Setup.X64.en-us_0365ProPlusRetail_04c364f6-16a7-404b-9ee3.. X

You have chosen to open:

...il_04c364f6-16a7-404b-9ee3-18253544b0c7_TX_SG_b_64_exe

which is: Binary File (7.2 MB)
from: https://c2rsetup.officeapps.live.com

e. Click Save File

Mould you like to save this file?

f. Run the file. Make sure you on WIFI network, not data plan
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7. App Launcher

Office 365 — e Office 365 —

/ Apps

a. Click App Launcher to reveal more option

b. It will list down the shortcut to you Online Apps

All apps —=

Documents

New -~
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8. View All Available Apps

Apps

OneDrive Word

Explore all your apps —

T ——

a. Click Explore all your apps to reveal more option

b. It will list down All of your online Apps

All of your apps

=2
00|

»

g A O R B

Nmi
ur'sdmin web portal—for managing people accounts and settings for each subscription.

Excel
Do more with the tool you already know. Discover and connect to data, model and analyze it, and visualize insights.

Forms
Create surveys, quizzes, and polls in minutes. Send them to anyone and easily see results in real time.

OneDrive
Store your files in one place, share them with others, and get to them from any device connected to the Internet.

OneNote
Capture notes by typing, drawing, or writing. OneNote lets you organize and reuse your notes across all of your devices.

PowerPoint
Take your presentation to the next level. Design like a professional.

Se, & Compliance
eet yqur organization's legal, regulatory, and technical standards for content security and data use.

Sway

Create and share engaging interactive reports, presentations, personal stories, and more. Sway does the design work for you.

Word
Bring out your best writing. Going from a blank page to a beautiful document is easier than ever.
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Tamat
Terima kasih
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