&2 COLUMBIA UNIVERSITY

Information Technology

09/07/2017

Ordering and Downloading Office 2016 for Mac on
columbiait.onthehub.com

ORDERING YOUR SOFTWARE ON THE WEBSTORE

1. To begin the order process, sign into your school’s webstore.

2. Find Office Home & Business 2016 for Mac in the catalogue and click on
it. The following screen should appear:
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Office 2016 for Mac. Do your best work — anywhere, anytime.

Microsoft Office 2016 for Mac enables you do your best work — anywhere, anytime. New, modern versions of Word, Excel, PowerPoint, Outlook and
OneNote have the familiar look and feel of Office, and are thoughtfully designed for Mac.
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3. Click on the ‘Add to Cart’ button located underneath the product title, to
the right. The product is now in your cart.

4. Scroll up the page until you see the shopping cart icon. It should have (1)
next to it, to signify that the product is in your cart. Click on the shopping cart icon
to expand it. You should now see the following page:
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I Product Search pping Cart

Recommended for You Your Cart
@ Extended Access Guarantee $4.95 B Micosott Office Home & Business 2016 for Mac m Free

(24 months) Office (Student Option) - Download

Esain Fode ome & Business Basic Access Guarantee (1 month)
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31 days of access to your download

E Backup disc - Microsoft Office $13.95 and/or key
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Subtotal: Free
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Please ensure that you have chosen the correct product and read all system requirements before you place your order.
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Office 2016 for Mac. Do your best work — anywhere, anytime.

5. Here, you have the option of adding extended access guarantee or a
backup disc to your order, which is useful in the case your computer crashes,
and you need to reinstall your software.

6. Click on the ‘Check Out’ button

7. You are now brought to the next page which contains the end user
license agreement. Sign the bottom of your page with your username and
your full name, and click next.

This message applies to:
PI’OdUC‘t Agreement Number Enroliment Number
Office Home & Business 2016 for Mac (Student Option) - Download V9995808 V9995808

on stugent's PC per the nights granted to student by the educational INSULULION uUNder their volume licensing agreement. Student's MgNt 1o use the soTtware shall be governed
by and subject to the relevant section(s) of the most current Product Use Rights which student can view at http://micresoft.com/licensing/ or

http:/A htm. For graduating students, the right to use the software is perpetual and shall be governed by and subject to the relevant section(s)
of the most current Product Use Rights, which the student can view at http:/f'www.microsoft.com/licensing.

2. Description of rights and limitations.

o Limitati on reverse i ilation, and di Student may not reverse engineer, decompile, or disassemble the software, except and
only to the extent that such activity is expressly permitted by applicable law notwithstanding this limitation.

o Separation of components. The software is licensed as a single Product. lts component parts, if any, may not be separated for use on more than one computer.

© Rental. Student may not rent, lease, or lend the software.

o Support services. Students acquiring software under a volume licensing agreement are not entitled to free telephone support.

o Software transfer. Notwithstanding any terms to the contrary in an educational institution's volume licensing agreement, student may not sell, assign or otherwise
transfer student's rights under this student license confirmation. In view of the fact that student has acquired the right to use the software under special terms pursuant
to an educational institution's volume licensing agreement, any transfer of student's rights under this student license confirmation is strictly prohibited.

3.

Copyright. All title and copyrights in and to the software (including but not limited to any images, photographs, animations, video, audio, music, text, and "applets"
incorporated into the software), and any copies of the software are owned by Microsoft or its suppliers. The software is protected by copyright laws and international treaty
provisions. Therefore, student must treat the software like any other copyrighted material except that student may install the software on a single computer provided student
keeps the original solely for backup or archival purposes.

4. Limited Software Warranty.

Date: July-25-16

Username / Registration Code*:
test student

test student
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8. You are now brought to the next page where you can review your
order. Once you are ready to proceed, click on ‘Proceed with Order’.

Amount

B Microsont Office Home & Business 2016 for Mac (Student Option) - Download Free
o O Basic Access Guarantee (1 month) - Incluced

”_,y_ A 31days of access to your download and/or key
Learn more

Subtotal: Free

Taxes: -

Total: Free

Contact INformation reis mrkea win an sstensic() are required

First Name* Last Name*
test student
Email”

dwiebenga@kivuto.com

Receive email communications from OnTheHub, powered by Kivuto Solutions Inc., including information about promotions and new releases.
You can unsubscribe at any time. For further details and contact information, please refer to the Privacy Policy.

Proceed With Order

9. Your order is now complete, and you are brought to the Order
Summary page. This page contains your download link and your product
key. It is recommended to take note of your product key.

10. To return to the Order Summary page at any point, click on “Your
Account/Orders’ on the top right, and then on ‘View Details’ under the ‘Order
History’
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CREATING A MICROSOFT ACCOUNT AND DOWNLOADING

1. On the Order Summary page, click on the ‘Start Download’ button

2. You will be brought to a new page. Click the ‘Download’ button on
this page:

Order Summary

Order Number: 100485266880
Order Date: 2016-07-25

Download Your Software

Office Home & Business 2016 for Mac

(Jnuslc Access Guarantee (1 month) - Included
- Expires: 2016-08-25 (31 days remaining)

3. You will be brought to a Microsoft website, where you will need to
enter your product key and create, or sign into an existing Microsoft

account.

®

Enter product key

Hi. Let’s get started.

First, we need to set up your account. It won't take long.



&2 COLUMBIA UNIVERSITY

Information Technology

4. Once you have confirmed your details, you will be able to download
the installation file for “Office Home and Business 2016 for Mac'.

5. Double-click the .dmg file to start the installation.

6. Once the product is installed, all the programs that come with
Microsoft Home and Business 2016 for Mac can be found in your
applications folder on your Mac, under ‘Microsoft Office’. Open the program
to start it.

7. You will be prompted to sign into Office. Click the Sign in button.

w wora Zuib 10r mac

- -

. ] Office

4] tOr
”i Sign In to Activate Office
»
| Sign in with the Microsoft account that you used to purchase Office or with
the account assigned to you by your work or school.
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8. If you are prompted with a choice between “Work account” and
“‘Microsoft”. Select “Microsoft Account”, and input the Microsoft account
details that you signed in with in step 3.

| NoNe Word 2016 for Mac

—  We Need a Little More Help

ty Fi

I
idD '
rop What email address or phone number would you like to use to sign t OneNote
in to Word? (If you already have an account that you use with Office

ctop or other Microsoft services, enter it here).
u
™ Control

Microsoft account

Sign in with the account you use for OneDrive, Xbox LIVE,
up - Outlook.com, or other Microsoft services.

Work account

Sign in with the account provided by your work, school, or

“’ university.

Tired of seeing this? Rename your personal Microsoft account.

Privacy statement

You are now ready to use Office Home and Business 2016 for Mac.



