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Overview

In this tutorial, you will learn how to:

» Install Office 365 apps to your Mac.

*Important Note*

This guide is specific to Apple devices. If you are on a device running Windows, please
refer to our Windows Installation guide. If you are on a Chromebook, you will need to

refer to the Accessing Office 365 Online guide.
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Step 1: Navigate to the Viking Portal

Navigate to the |bcc.edu homepage. Then, in the upper left-hand corner, click on the Viking
Portal.

VIKING PORTAL || CLASS SCHEDULE | CANVAS LMS @ QQ & Q QUICKLINKS APPLY NOW

/ LONG BEACH About Academics Admissions & Aid Campus Life Offices College Services Resources Directory Register Today
CITY COLLEGE

:‘\

Register Today!

2023

.o LBCC’s Summer 202
« f# 'schedule.

e—
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Step 2: Log in to the Viking Portal

Enter your student ID number and password. Click Login.
VIKING PORTAL

LONG BEACH

Y CITY COLLEGE
VikinglID / EmployeelD

Password
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Step 3:0pen Microsoft 365

From your Viking Portal, click on the Microsoft 365 tile.
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Step 4: Sign |In

Click on Sign in.

. & o

B Microsoft Microsoft 365 Products +  Resources ~ Templates  Support My account Buy now All Microsoft ~  Signin [ M)
| P P y y )
N

Introducing Microsoft 365 Copilot—your copilot for work. Learn more >

Office is now
Microsoft 365

The all-new Microsoft 365 lets you create, share
and collaborate all in one place with your

favorite apps
[ Get Microsoft 365

Sign up for the free version of Microsoft 365 >
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Step 5: Enter Your Login Email

Once you click Sign in, you will be asked to
enter an email. Enter your information in the

following format: WE \jicrosoft

Student ID Number@Ibcc.edu Sign in
Example: 0123456@Ibcc.edu

Click Next.

0123456@Ibce.edy

No account? Create one!

Can’t access your account?

Back
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Step 6: Install Office 365 Apps

CITY COLLEGE

Click on Install apps and then click on Microsoft 365 apps.

Microsoft 365

Welcome to Microsoft 365, Ole

P

A

@

(] Recommended
Content

B

B

N

%

N

Microsoft 365 apps
Includes Outlock, OneDrive for Business,
Word, Excel, PowerPoint, and more.

Other install aptions
Select a different language or install other

apps available with your subscription

Install apps
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Step 7: Open the Download File

Click on the download file to open it. In most cases, it will appear in the top right corner,
however the location of the download file may differ depending on the browser you are using.

% PortalGuard Single Slgn-On X € Home | Microsoft 365 x  + \

€« C @ office.comf?auth=2 oM % » ok O

7777777777777777777777777777777777777

Welcome to Microsoft 365, Ole

o 2 z s
%B g.@ g:

Recommended B2 Microsoft 365
| =

£

Khiticece s Get started with Microsoft 365
@ oc WO $ e X o g T Uploed | = G5

iR R R iT
|
|

See all My Content —
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Step 8: Microsoft 365 Installer
The Office 365 installer will open. Click o © Install Microsoft 365 and Office for Mac B
Continue on this prompt. Welcome to the Microsoft 365 and Office for Mac Installer

You will be guided through the steps necessary to install this

@ |ntroduction
software.

\a

Continue
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Step 9: Accept the License Agreement

Cl |Ck Continue to acce pt the Llcense @® & Install Microsoft 365 and Office for Mac fa
Ag reeme nt . Software License Agreement

English
Introduction e

® License Consumer Customers: To determine which one of the two separate
sets of license terms below apply to you, check the product title. This
is printed either on product packaging if you purchased the product
from a physical retail store or on the page from which you purchased
the software if you obtained the software online. If designated Office
365 subscription (e.g., Office 365 Home, Personal or University) then
the “Supplement to Microsoft Services Agreement — Microsoft Office
365 Consumer Subscription Service and Software” below applies to
you. If designated Office software (e.g., Office Home & Student or
Office Home & Business), then the “Microsoft Software License Terms
- Office Desktop” below apply to you.

Enterprise Customers: If you are an Enterprise customer, the below
terms do not apply to you, and your use of the subscription service/
software is subject to the terms and conditions of the volume license
agreement you agreed to when you signed up for the subscription and
by which you acquired the license for the software. You may not use
the service/software if you have not validly acquired a license from
Microsoft or its licensed distributors. If your organization is a
Microsoft customer, it has enabled you to use certain connected
services in Office 365. You may also have access to other connected
services from Microsoft, which are covered by separate terms and

Print... Save... Go Back Continue
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Step 10: Install Office 365
Click Install to begin installing Office 365. © @ Install Microsoft 365 and Office for Mac B
You may be required to enter your device’s Standard Install on “Macintosh HD"

password to authorize the install.

Introduction This will take 11.59 GB of space on your computer.

License Click Install to perform a standard installation of this software
for all users of this computer. All users of this computer will

Destination Select .
be able to use this software.

® Installation Type

b il

&

Installer

Installer is trying to install new software.

Enter your password to allow this.

Change Install Location...

Install Software

Cancel

Customize Go Back Install
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Step 11: Finish Installing Office 365

The InSta” may ta ke ad feW minutes, When @® o Install Microsoft 365 and Office for Mac g
|t haS ﬁniShed insta”ing, CIiCk C|Ose. The installation was completed successfully.

Office 365 apps should now be installed on introduction

your device. Hoense

Destination Select
Installation Type

Installation

The installation was successful.

® Summary
The software was installed.

N

Close
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Step 12: Signing In

Now that Office 365 has been installed, open S S — et
one of the apps and click Sign In. Type your O
email in the following format: - V\ mE icrosoft
gn in 5 icroso
Student ID Number@Ibcc.edu 1 Sign in
Example: 0123456@Ibcc.edu @ 0123456@lbec.edu
Click Next. New o account? Create one!
@ Next
In this example, we will be using Word. 33
B3
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Step 13: Enter Viking Portal Credentlals

A Viking Portal sign in page will appear, enter
your student ID number and password. Then,
Click Login. VIKING PORTAL

LONG BEACH

 CITY COLLEGE

VikingID / EmployeelD

Password
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Congratulations!

You have successfully installed and logged into Office 365 on your Mac.

L

Microsoft Word Q, Search

Templates More templates
ov

Ole Viking

JANYEAR
A B

Home Ta ke a
tour

@ Blank Document Welcome to Word Take Notes Calendar Creative resume, Creative cover letter,
New designed by MOO designed by MOO

@ Recent m Shared with me

Carcel
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Questions?

If you run into any issues, or have further questions, please feel free to reach out to us!

» Website: www.lbcc.edu/sthd

> Phone: (562) 938 - 4250

» Email: sthd@I|bcc.edu
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