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Section A

Download Requirements

e Stable Internet Connection
e Suitable memory on device

o Registered UP credentials

Step 1: Access Microsoft Office Account

1. Go to the website www.office.com.

Step 2: Signing In
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1. Signin to the provided tab with your University of Pretoria credentials, making sure you use
the correct email; u12345678@up.ac.za and the corresponding UP portal password.

® a‘ 2= sgnintoyouracont x [

V= - O @ https://login.microsoftonline.com/common/oauth2/authorize?client_id=4345a7b9-9a63-4910-3426-35363201d503&redirect_uni=https%3a%2f%2fwww.office

BY Microsoft

Sign in

Email, phone, or Skype

No account? Create one!
Can't access your account?

Sigr-in option:

A Type here to search
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Step 3: Installing Applications

1. Oncessigned in, you will be taken to a page that enables you to install the applications onto
your device. This option is found on the top righthand corner of your screen. Click the option
to “Install” and download the applications onto your computer. These applications should
download within in a time of 1 to 5 hours, depending on the speed of your device and
internet connection.

= ‘ [ Inbox (760) - studentithub@ ‘ £ Guides - Google Drive ] Q Micosoft office Home % | =~ = x
< O o & | httpsy/www.office.com,7auth=2 ¥ = 7 2
L Search Q e ? N
1 Install Office

Office 365 apps

. !t m m Q ﬁ Includes Outlook, GneDrive for Business,
I Word, Excel, PowerPoint, and more.

1

ord Excel PowerPoint OneNote SharePoint Teams Other install options
9 Select a different language or install other
apps available with your subscription.
e Discover T Upload and open...
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Should you experience any issues with the preceding steps, please feel free to send an email
to studentithub@tuks.co.za.
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Section B

Requirements

e Stable Internet Connection

e Registered UP credentials

Step 1: Accessing the Account Page

1. Open Microsoft Office, open a blank document, open “File” and click on the “Account” tab.
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Document? - Word

Good evening

v New
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Take 3 tour
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Save Blank document Welcome to Word Single spaced (blank)
Save As
Print
Share £ Search
Export Recent Pinned Shared with Me
Transform M Name
Close % Microsoft Qffife Guide
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Account

Feedback

Options @

£ Type here to search

Microsoft Office Template 1
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Investment Contract
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Step 2: Signing Out

1. Ifthereis an account that is not your University of Pretoria account, proceed to sign out. You
may have to sign out more than once. If there is no account signed in, proceed to Step 3.

Document] - Word Zakariya Adam @ B EANNA — X
© Account
(i1 Home
[ New User Information Product Information

Zakariya Adam -
& Open @ Zakariya.Adam@jgiellow.org OI I |Ce

Change photo

Info About me
Sign out <= Subscription Product
Save Switch account Microsoft Office 365 ProPlus
g Belongs to: u19052295@up.ac.za
Save As Account Privacy This product contains
print Manage Settings u ﬂ & E u a u @
Office Background: Manage Account | | Change License
Share .
Circles and Stripes - .
2 E_J[’_‘ Office Updates
[ Office Theme: Updates are automatically downloaded and installed.
. Update
Transform Colorful - Options ~
Close Connected Services:

@ About Ward
& OneDrive - Jakes Gerwel Fellow Learn more about Word, Support, Product ID, and Copyright information.
Zakariya.Adam@jgfellow.org About Version 2002 (Build 12527.20278 Click-te-Run)

Word
: Monthly Channel
B Sites - Jakes Gerwel Fellow il Hienn
Account Zakariya.Adam@jgfellow.org

iz What's New
Add a service v Q

Feadback See the most recently installed updates.

What's
New

Options

£ Type here to search

Step 3: Signing In

1. Click on the “Sign In” tab and sign in with your University of Pretoria credentials, making
sure you use your correct email; u12345678@up.ac.za and the corresponding UP portal
password.

Should you experience any issues with the preceding steps, please feel free to send an email
to studentithub@tuks.co.za.
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