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1 Purpose

This document defines the procedures for logging into the online Microsoft 365 account to access and install

Office and other Microsoft 365 applications at home

2 Scope

This document applies to all faculty, staff, and students with an active FTCC email account.

3 Procedure

3.1 Login to Microsoft Online

1. Click here tologin to Microsoft or Open a Web browser and type:

https://login.microsoftonline.com/?whr=ad.faytechcc.edu

2. Typeinyouremail address:
a. Employee: username@faytechcc.edu

b. Student: usernamel234@student.faytechcc.edu

FAYETTEVILLE TECHNICAL
COMMUNITY COLLEGE

Sign in

Enter your e-mail address.
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3. Typeinyourcurrent password - (HINT: this is the password you use every day)

FAYETTEVILLE TECHNICAL
COMMUNITY COLLEGE

«

Enter password

Forgot my password

Use your face, fingerprint, PIN, or security key instead

ErE

Terms of use  Privacy & cookies -

4. Once logged on, you will see the M365 Copilot dashboard

3.2 Download Office

1. You may install the Office 365 apps on up to 5 personal devices
2. Select “Apps” on the left-hand menu
&4 Chat | Microsoft 365 Copilot

c 2% m365.cloud.microsoft,

[3 Informer [ Colleague [ Ellucian [ FTCC Websites @ campus d

T M365 Copilot ]
Q Search
1 ® cChat
Agents fa

Explore agents

Create agent

Conversations v
Pages w
f&1 Create
B Apps @ Apps
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a. Intheupperright-hand corner, click “Install Apps” and then “Microsoft 365 apps”

1

B —————

[ L tnstallapps -

d

Microsoft 365 apps

Install Word, Excel, PowerPoint, and more,

Microsoft 365 Copilot mobile app
D Take your productivity on the go with our
free iD5 and Android app.

int
Get more apps
&
int B add your favorite web apps and find new
in ways to work smarter together.
Y
apps =

b. Select “Install Office” under the “Apps & devices” section of the “My Account”
dashboard

op * # My account

C 25 portal.office.com

[ Informer [J Colleague [ Ellucian [ FTCC Websites @ campus directory ¢ FTCC's Home Page .. [ Advansys [ VMWare [ OSA sharefile

My account

Apps & devices

My account

Office

Subscriptions

8
Language © Version X
Q Security & privacy [English (United States) | [64-bit v

. DEVICES
App permissions —

Apps & devices

ﬂ Tools & add-ins

Skype for Business

Language \ersion Edition
| English (United States) V| | 64-bit V| | Skype for Business Easic.v|

D Get Office on your phone or tablet
i0S | Android | Windows
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c. Thiswill give you a .exe file to install the Office 365 apps

i. Follow the next steps to complete the installation

3.3 Install Office

1. Double-click the .exe file or right-click and select ‘run’ to execute the OfficeSetup.exe setup.

a. Dependingon your browser, you can execute the OfficeSetup.exe by the upper-hand

corner of your browser or by going to File Explorer (Windows) and clicking

“Downloads” to see your exe file. Examples shown on the following page.

Chrome

Recent download history X
@ OfficeSetup.exe (= ||
7.1 MB » 1 minute ago
Full download history A x

Microsoft Fdge

Downloads

Ie] OfficeSetup.cxe

Firefox

% @i}
O

OfficeSetup(1).exe
i Completed — 7.1 MB
| .

Show all downloads
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Select “Yes” when prompted to start the installation
Follow the prompts for installation, and when finished, you should see the phrase “You’re all
set! Officeisinstalled now” and an animation that shows you where to find the Office

applications on your device. Select “Close”

Office X

EEE
o @ E

Installing Office

Well be done in just a moment.

You're all set! Office is installed now
Click Start > All Apps.

Close

d. Office 365 installation is now complete. If you have an issue and need help, please

email the service desk at help@faytechcc.edu

i. Please note: The Service Desk can only assist with downloading Office 365

apps. We cannot assist with installing the application on your devices.
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3.4 Usefulicons

1. Applauncher - Toview and navigate to other applications

2. Help-Toget support (from Microsoft, not FTCC), search for featured support documents and
information regarding Microsoft 365

3. Account view - View your account, switch accounts (such as to a Shared mailbox or AKA
Proxy mailbox), or sign out of your account

4. Create - Anew document, presentation, note, Calendar event, etc.
OneDrive — Access your OneDrive files

6. Apps-Another way to view all applications

& ) Coming Soon! The Microsoft 365 app will become the Microsoft 365 Copilot app with a new URL m365.cloud.microsoft. Enjoy the same app with access to more capabilities.

Welcome to Microsoft 365

Recommended

3.5 Webmail link

1. Faculty and Staff: Login

a. https://my.faytechcc.edu/owa

2. Student: Login

a. https://mail.google.com/a/student.faytechcc.edu

b. Follow the login steps listed in 3.1
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