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STATE UNIVERSITY

Frostburg State University offers current employees and students free access to Microsoft
Office 365. Office 365 includes access to online versions of Word, Excel, PowerPoint and
other Office 365 applications. Additionally, these applications can be installed on up to five
Mac computers or PCs. This guide explains how to access Office 365 online and how to
install it on a personal device.

Note: Faculty and staff installing Office on a FSU computer should use the Software Center
application instead of following these instructions.

On a Windows computer, this is done by going to Microsoft System Center >
Software Center.

On a Mac computer, this is done by going to Finder > Applications > Managed
Software Center.

Note: To install Office applications on a mobile device, visit the app store for the device. To
access the premium features, open the app and sign in using your FSU credentials.

To access Office online or install it on a computer, follow the instructions below. To go
to the download page directly, you can go to https://portal.office.com/account/

1. Go to https://www.frostburg.edu/
2. Click on the Logins tab.
3. Click on the Email button in the dropdown menu and you will be redirected to a

Microsoft login page.
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4. Login with your Frostburg username and password.
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Sign in

to continue to Outlook

username@frostburg.edu

No account? Create one!

Can't access your account?

Please use your email address to login
(username@frostburg.edu). If you experience
problems, contact the Help Desk at 301-687-7777

By logging into this system, you agree to the Terms
and Conditions at https://www.frostburg.edu/tc.php
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5. Click on the App Launcher in the top left corner to the left of the word Outlook.
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Note: within this menu, you can access the web version of applications such as Microsoft
Word, PowerPoint, OneDrive, and more by clicking on the associated icon.

7. Next, click on Microsoft 365 Copilot in the top left corner of the menu to open the
M365 Copilot webpage.
8. Inthe menu in the upper left corner, click on the option labeled Apps.
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9. Click on the blue box in the top right corner of the page, which is labeled Install
apps, then click on Microsoft 365 apps.

i Install apps -

Microsoft 365 apps

Install Word, Excel, PowerPoint, and more.

&

Microsoft 365 Copilot desktop app
Q Boost your productivity with our free
Microsoft 365 Copilot desktop app.

Microsoft 365 Copilot mobile app
D Take your productivity on the go with our
. free i0S and Android app.

N Get more apps
B Add your favorite web apps and find new
ways to work smarter together.



10. You should now be on a screen which looks similar to the image below.
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Apps & devices
Tools & add-ins O Security & privacy

Protect your account and adjust important privacy
settings to your preference.

Manage security & privacy

You can install Office on up to 5 PCs or Macs, 5 tablets,

B Subscriptions

Verify what products and licenses you have.

View subscriptions

& App permissions

Manage which apps have access to your data. You can
revoke permission whenever you want.

Change app permissions =%

11. On this page, click on Office apps & devices, this will begin the download process
for the Microsoft Office installer. Once it is down downloading, locate the file and

run it.

12. Follow the instructions provided by the installer to finish setting up your Office 365

apps.

For additional assistance, please contact the Help Desk at (301) 687-7777.



