How to install Microsoft Office

Go to the Hayfield Community Schools website. On the right side of the screen you
should see a box labelled “QUICK LINKS.” Inside this box, there should be a blue link
that says “Office 365 Portal.” You may have to scroll down the page a little to see it.

Click on it.
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A new page will open asking you to sign in with an email address. Enter your Hayfield
Community Schools email and click “Next.”
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3. You may see a message asking you whether you’d like to sign into a work or school
account or a personal account. If this message does appear, click “Work or school
account.”
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4. The next screen should ask for your password. Type in your Hayfield email password,
then click “Sign in.”
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5. The next screen will ask if you’d like to stay signed in. You may also see a small window
appear asking if you’d like to save your password. Click “Got it,” then click “Yes.”
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6. The next screen should welcome you to Microsoft 365 Copilot. Near the top right, you
should see a button labelled “Install and more.” Click it.
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7. A popup window should appear under the button. Click “Install Microsoft 365 apps
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8. A new page will open labelled “Apps & devices.” Click the orange button labelled
“Install Office.”
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9. A small window labelled “Downloads” should appear near the top right of your screen.
Inside this window, there should be a small icon labelled “OfficeSetup.exe”. Click on the
text “OfficeSetup.exe”.
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10. You may see a message asking if you want to allow this app to make changes to your
device. If this message does appear, click “Yes.”

User Account Control

Do you want to allow this app to make
changes to your device?

o Microsoft 365 and Office

Verified publisher: Microsoft Corporation
File origin: Hard drive on this computer

Show more details

11. The Microsft Office installation should begin. A window should appear showing the
progress of the installation. The process will take several minutes. Leave your device
alone while it does its work.

3‘ (= Hayfield Community Schools : He X | & Home | Microsoft 365 Copilot X @ Myaccount x + - a x
< C & httpsi//portal.office.com/account/Tref=Harmony# Ay m oi= 1 5 - O

i Downioads B a - %

W OfficeSetup.axe
Ogenie

Apps & devices

My account

Ty
ipti Office me Microsoft
Subscriptions

Srny s Lenguage & Please stay online while Microsoft ﬂ I. m

English (Uniteg
365 and Office downloads

App permissions ; *
DEVICES We'll be done in just a moment.

0
8
Q
&
<

Apps & devices [' g @

Tools 8 add-ins

Skype for

Language
English (United

D Get Office on your phone or tablet
i0S | Android | Windows

e B Qs S D2.€80 ~ & sam o



12. Once the installation is complete, the window will say “You’re all set!” Click the blue
button labelled “Close.”
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13. The Microsoft Office apps should now be installed. Next, you’re going to sign into them
with your Hayfield account. Click the Start button near the bottom of the screen. It looks
like 4 blue squares arranged into a larger square.
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14. Click the “All” button near the top right of the wmdow that appears.
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15. This should bring up a list of the apps installed on your device, arranged alphabetically.
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Scroll down to the “W” section and click on “Word.”
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16. Microsoft Word should open. A popup window saying “Sign in to get started with Word”
should also appear. Click the blue button labelled “Sign in or create account.”
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17. A window should appear saying “Activate Office” with a space to type in an email
address. Type in your Hayfield Community Schools email and click “Next.”

] A
Good morning
i x
~ New
Home
B® Microsoft e
Tike a1 . .
ki Activate Office
New
Blank document Welcome Email, phone, or Skype Horizontal calendar (Sunday...  Vivid shapes event brochure
Enter a product ey P
| O Seach No account? Create one!
Open Next
Recent  Pinned Shared with Me
You haven't opened any documents recently. Click Of
More documents —3
Account
©2025 Microsoft  Privacy statement
Options
Finance headline 1] | —~ B a 10:15 AM
ﬁ’ B Q Search - bk N = e & W A RDE s

rump tariff pali..



Good morning

ithi x

~ New
Home
BE Microsoft T
Tike a1 . .
ki Activate Office
New
Blank document Welcome Krusetr@hayfield k12.mn.us| x Horizontal calendar (Sunday...  Vivid shapes event brochure
Enter a product key instead More termplates >
3 et
= | O seanh No aceount? Create one!
Open
Recent  Pinned Shared with Me
You haven't opened any documents recently, Click Of
More documents —>
Account
Options
Finance headline 1} » ~ - = 10:16 AM
ﬁ Trump tariff pali.. BN Q Search o b= ﬁ - e & ARDE s

18. You may see a message asking you whether you’d like to sign into a work or school
account or a personal account. If this message does appear, click “Work or school

account.”
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19. The next window should ask for your password. Type in your Hayfield email password,
then click “Sign in.”
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20. The next window should have the words “Stay signed in to all your apps” near the top.
Click “OK” near the bottom right.
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21. You may see a message saying “Something went wrong.” Don’t worry; this isn’t unusual
and things haven’t actually gone wrong. If this window does appear, just click “Done.”

Otherwise, you should see a message saying “You’re all set!” Click “Done.”
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22. A window should appear asking you to “Accept the license agreement.” Click “Accept.”
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23. Microsoft Word should now be ready to use. Most of the other Office apps, like Excel
and PowerPoint, should also be ready to use. By signing into one, you’ve signed into all
the others except Microsoft Teams, which is the last thing left to do on this list. Click the
Start button near the bottom of the screen, like you did in Step 13.

@ Word .d & 7 - o x

G] Good morning

.

[ New

= Open Ly =
Take a tour e
G & s e e

Blank document Welcome to Word Insert your first table of cont... Banner calendar Horizontal calendar (Sunday... Vivid shapes event brochure

More templates —>

‘ O search

Feedback

Options

o, @~ Deazesa - ewm
24. Click the “All” button near the top right of the window that appears.
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25. This should bring up a list of the apps installed on your device, arranged alphabetically.
Scroll down to the “M” section and click on “Microsoft Teams.”
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26. Microsoft Teams should open with a screen asking you to “Pick an account to continue.”
Underneath that text, there should be an icon with your name and email address next to it.
Click on it.
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27. Teams may take a minute or two to sign you in, but it should eventually reach this screen:
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You have finished installing and signing into the Microsoft Office apps on your device!

If you have questions or need help, please see the IT department.



