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1. Introduction

About Office 365 ProPlus

The web interface for Office 365 can be used as a way to distribute and license
activation for the latest Office products, for which installation onto PCs owned by
currently enrolled students, as well as onto the home PCs of faculty and staff is
permitted.

B Each individual account is permitted installations onto 5 PCs (or Macs), 5
tablets, and 5 smartphones.

m Installation onto a PC, tablet or smartphone owned by another individual is a
violation of the licensing agreement, and is so prohibited.

B License activation recurs every 30 days, so a regular connection to the internet
is required.

Eligible Users

m Students, faculty and staff who belong to the APU.

Eligibility Period

B The period the user has Eligible User status.
m Students who graduate, faculty and staff who move on from their positions, or
other such individuals will lose their eligibility as users.

Other

m A feature of Office 365 is that it is cloud-based; accordingly, it may occur that
the settings interface will be altered by Microsoft.



2 . Installing Office 365 ProPlus

2-1. Accepting Software Licensing Agreement

(1) Launch your browser and go to the Office 365 site at https://portal.office.com/. Next, input

[your email address], and click [Sign in] to display the Ritsumeikan “Sign-in” page.

Be sure to click on items to be observed for installing Office products outlined in red below, and
to review the content of “Items to be Observed for Installing Office Products” and the

“Software Licensing Agreement” on the columns page.

R rirsumeian

P

Sign in with your organizational account

‘ Usermame@xexsitsumei.acjo| X

Password

Can't access your account?

The services of Microsoft Office 365 that we provide
to you are Mail, Calendar, People, Tasks, Install
the Office Products, Portal System for Faculty &
Staff, OneDrive for Faculty & Students.

Please do not use other services of Microsoft Office
365.

When using Office 365, please note the following

points.
- Prohibited items when using OneDrive (for

- Items to be observed for installing
ice products

the following website.
- Ritsumeikan Office365 PR website

2-2. Downloading and Installing Office Apps

(1) After reviewing the content of the Software Licensing Agreement, enter your [password] and

click [Sign in].




(2) Select [Install Office apps] on the screen.
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(3) Select the apps you want to install.
NOTE: In the example WORD is being selected.
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(4) Upon arriving at the Google Play Store, tap on [INSTALL].

¢ Google Play Store

Microsoft Word

Microsoft Word ®

Microsoft Corporation

INSTALL

In-app purchases

#6 Free Productivity

QD00

Downloads 1,966,019 2 Productivity Similar

(5) Tap [ACCEPT].

§ Microsoft Word

needs access to

$  In-app purchases v
2 Identity v
E Contacts hd
IB¥  Photos/Media/Files v
&5  Ccamera v
W Wi-Fi connectien o
information
[ DevicelD&call g
information



(6) Wait until the installation is complete.

< Google Play Store Q

Microsoft Word
Microsoft Corporation

64, 11MB/77.76MB 82% X

@ Verified by Play Protect

In-app purchases

You Might Also Like MORE
/.‘\V)

Microsoft ! Microsoft i Adobe i Ama
Excel PowerPoint Acrobat... Kind|
4.5% 4.5 43 4.2%

(7) Once the installation is complete, tap [OPEN].

¢ Google Play Store Q

Microsoft Word

Microsoft Corporation

In-app purchases

You Might Also Like MORE

Microsoft I Microsoft i Adobe I Ame
Excel PowerPoint Acrobat... Kind
4.5% 4.5% 4.3 4.2

#6 Free Productivity

MILLION

Downloads 1,966,019 2 Productivity Similar




(8) Once the app launches, tap on [Sign in].

NOTE: In some cases loading may take a while.
] Office

Get things done on the go.

@

I Sign in > I

Sign up for free >

(9) Enter your email address, and tap [Next].

< Signin

B® Microsoft

Sign in

I axx@apu.ac.jp I

Mo account? Create onel

@208 Microsoft  Privacy statement



(10) Select [Accept]. Upon arriving at the Ritsumeikan page, enter your
password and tap [Sign in].

NOTE: In some cases loading may take a while.

(11) Once loaded, the app will launch.

Word N @
Recent

This Week

This completes the installation process for the app.



The uninstall procedures for various installed Office apps follow below. Do
not perform unless carrying out an uninstall.

3. Uninstalling Office 365 ProPlus

3-1. Uninstalling Office Apps

(1) Tap on the drawer icon.

(2) Tap on [Settings].

— e g e
— .
L3 =

AP Demos Browser Calculator Calendar
4 - N
w B s
- ¢
8
Camera Clock Contacts  Custom Locale
- =
0% P
)
8
Dev Settings Dev Tools Downloads Email
File Manager Gallery Gestures Buil.. Google Settin.,
Messaging Music Outlook Phone

\ 4

Play Store Superuser Voice Dialer



(3) Tap on [Apps].

£ Display

&  Sound & notification

Storage

@  Battery

I & Apps I

&  Users

Personal

Q Location

(4) Tap on the app you want to uninstall.

NOTE: In the example WORD will be uninstalled.

<  Apps Q
DOWNLOADED RUNNING
—  AP| Demos
L% o11vs
. com.android.gesture.builder
B se.00KB

Google Play services
! 275MB

Google Play Store
; 59.19MB

Outlook

127MB
@ Word

343MB
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(5) Tap on [UNINSTALL].

<  Appinfo

Woard
version 16.0.10228,20049

FORCE STOP

Show notifications

STORAGE

Total
App
Data

CACHE

Cache

LAUNCH BY DEFALILT

Mo defaults set.

(6) Tap [OK].

Word

UNINSTALL

343MB
13TMB
213MB

CLEAR DATA

26.00KEB

CLEAR CACHE

Do you want to uninstall this app?
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(7) Confirm that the app has been uninstalled.

<  Apps Q

DOWMNLOADED RUMMNING

APl Demos

L5 oqme

_com.android.gesture. builder
P 58.00KB

Google Play services
275MB

Google Play Store
| 59.19MB

Outlook
127ME

This completes the uninstallation process for the app.
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