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Bring your Own Device (BYOD) - Installing Office
Step ONE

Sign into https://www.office.com using your preferred web browser.

=. Microsoft | Office Products ~~  Resources ~ Templates Support My account All Microsoft +

Remote Learning in education. Learn more >

Welcome to Office

Your place to create, communicate, collaborate, and get great work done.

Sign up for the free version of Office >

Step TWO

Sign in using your CIT email (CITxxxxxx@students.cit.edu.au, CITXXxxxx is your BE Microsoft
CIT number) and password.

Enter code

[0 We've texted your phone +XX XXOOXKXXT2.

Microsoft will send an authentication code to your mobile or email address. Fleses enterine code to sign n
ode
Enter the code when prompted.

Having trouble? Sign in another way

More information

Click the ‘Install Office’ button in the bottom right to download Office 365.

Good morning © My Account >
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Step THREE

Office365 will now download. The download should save within your downloads folder unless you
are otherwise prompted. You can find your downloads folder in File Explorer.
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Step FOUR

Select the download called ‘OfficeSetup’ and run it.
Enter your CIT email and password.

Microsoft will require you to multi-factor authenticate. You will receive a text message or email

authentication code.

Enter the code when prompted. Once the installation has finished, open a Microsoft application and

sign in.

2% Microsoft
Hello Alex, welcome to Office

Sign in to activate Office with this account

Change account
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Step FIVE
Select ‘Continue’ and you will be prompted with this screen.

For more information on ‘Allow my organization to manage my device’ see the FAQs at the end of
this document.

Select ‘OK’, then ‘Done’.

Stay signed in to all your apps

Windows will remember your account and automatically sign you in to your apps and
websites an this device. This will reduce the number of times you are asked to login.

. Allow my organization to manage my device

No, sign in to this app only

You're all set!

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

Done
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Step SIX

Your Microsoft applications will now be available from your Start menu or Navigation bar. When you
open any of your Microsoft apps you will be signed in with your CIT account and offer a connection
with your OneDrive documents. These can now be created, edited, and saved here and available on
all Microsoft 365 compatible devices.

| @ Becent ‘ £ Search
D its  Folders
22 Shared with Me
[N Name Date modified
CIT Canberra - Test
Pinned
a OneDrive - CIT Canberra - Test Pin files you want to easily find later. Click the pin icon that appears when you hover over a file.
Last Week
Q Sites - CIT Canberra - Test O
16/08/2021 3:17 PM
@ OneDrive - CIT Canbera - Test B8
Other lacations.
Document1
& " 16/08/2021 317 PM
E‘;l This PC % OneDrive - CIT Canberra - Test O
D
Add a Place Older
7 Browse % Document TR
OneDrive - CIT Canberra - Test

Office 365 Support

For further assistance with your Office365 account, call the CIT Student Services on (02) 6207 3188,
select 2 for eLearn Support and Microsoft Account Activation assistance. Alternatively, you contact
the CIT Library at any CIT campus to help resolve any issues.
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FAQs

Alexa er A
i Sign out

| Alexander Turner

Q. | already have Office installed at home, how do | switch between accounts?

If you already have Office installed you can switch between accounts by selecting View account

Office user info

your name in the top right-hand corner, and then selecting ‘sign in with a different
account’. ° Alexander

@ Sign in with a different account

Q. What devices will this work on?

The Office365 installation and activation will work across Chromebook, Mac, Android, 10S, Windows
devices and operating systems.

Q. What applications are included with this installation?

You will get access to Excel, Word, Outlook, Project, PowerPoint, OneNote, OneDrive, Calendar,
Access and List.

Q. | use more than one device, can | install it on both?

You can install Office365 on up to 5 devices. To manage what devices it is installed on, navigate to
your Office.com profile (https://myaccount.microsoft.com/device-list). Here you can remove any old
or unused devices from your account.

Q. I started an assignment under someone else’s Office account how can | transfer it to my CIT
account?

If you have any existing work that should be moved to your CIT office account, the best method is to
email it to your CITxxxxxx@students.cit.edu.au email. Once you have a copy in your email you can
open it up and save it to your OneDrive.
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Q. What happens to my documents once I finish at CIT?

Once you have completed your CIT studies, your account is kept active for another 6 months. After
that time the CIT Licence is revoked, and all data is removed. If you require any documents after you
leave CIT you should ensure you copy them onto your local computer, USB, or send them to your
personal email.

Q. I would like to install OneDrive, but | don’t want to sync my home PC’s documents. How do |
customise this installation? Can | unlink my home PC with OneDrive?

Once OneDrive is installed, it will request which folders to backup. These are normally the Desktop,
Documents and Pictures folders. You can deselect these at the time of installation or remove it after
it’s already installed. Select OneDrive from the Taskbar and navigate to ‘Settings’. In Settings you can
‘Choose folders’ to sync or ‘Unlink this PC’ to remove the sync entirely.

@ Microsoft OneDrive X

Settings Account Backup Network Office About

3.9 GB of 1,024 GB doud storage used Add an account

Manage storage  Unlink this PC

Manage talder backap

.
s 1 location is syncing

QneDrive - Canberra Institute of Technology

2.6 GB used on this PC Choose folders  Stop sync

[N 1)

Help & Settings

Q. What happens to my Office365 installation after | leave CIT?

Once you have finished your studies with CIT your Office365 installation will remain on your
personal computer, however you will not be able to access your CIT account and will require a
personal Microsoft account to continue licensed use of the applications.

Q. What does ‘Allow my organization to manage my device’ entail?

CIT doesn’t install any software on your personal device. Even if you select ‘Allow my organisation to
manage my device’ this has no effect other than to save your CIT username and password to allow
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easier access to Microsoft 365 applications and services. This does not allow CIT to see the
applications you have installed on your device, the websites you visit, or your device location.

Selecting this option will save your CIT username and password on your device, allowing you to

automatically to sign into CIT Microsoft 365 applications and services. If you do not select this
option, you can still login to CIT Microsoft 365 services and applications, however you may be
prompted to re- enter your username and password more often.

In summary:

If allow is selected, your CIT username and password are saved to your Windows device, meaning
you will need to login less often when accessing CIT Microsoft 365 services.

If it is unticked, your CIT username and password are only used to login to this app only, meaning
you will need to login to separately to other apps. You may also be prompted to login to CIT
Microsoft 365 services more often.

Q. What can | use my CIT Office account for?

The use of your CIT Office account should be strictly limited to files that pertain to your studies at
CIT.

Any misuse of this may be in direct violation of the Student Conduct Policy
(https://cit.edu.au/policies/student_conduct_policy)

Q. | have an older version of Office install at home, what happens if |

upgrade? -
pe B® Microsoft

If you have an older version of Office installed, you will receive this

error when attempting the installation of Office 365. We found a problem!

We're sarry, Office Click-to-Run installer encountered a problem

Here you are prompted to either uninstall your older version of Office because you have these Windows Installer based Office programs

installed on your computer:

or cancel the Office 365 install. Microsoft Office Professional Plus 2016
. . . . Click-to-Run and Windows Installer editions of Office programs
Your CIT account will work with older versions of Office so you do not don't get along for this version, so you can only have one type
. . installed at a time. Please try installing the Windows Installer
have tou pgrade your Offlce version. edition of Office instead, or uninstall your other Windows Installer

based Office programs and try this installation again.

If you decide to upgrade to Office 365, please ensure you maintainany | . . . .
old installation documents, files, CD’s before removing personal
software.
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