Office 365 for Windows
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Download and install Office

e Open a web browser (Internet Explorer, Chrome, Safari) and navigate to office.hw.com
e Login by typing your email address (eg bsmithl@hwemail.com) and then your password.

% HARVARD-WESTLAKE

Sign in with your organizational account

| YourName@hwemail.com |

o After logging in, in the top right corner of the web page, click the gear icon, and then select
Office 365 settings.
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Office 365 settings



http://office.hw.com/

e On the left side of the page, click on Software.

] Office 365

Office 365 settings

Me

druben@hw.com

Software

Install and manage software.

Start page

Change where you land when you sign in to Office 365,

Password

Change your password.

e On the next page make sure that under version, it says 32-bit (recommended), then click install.
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Install the latest version of Offic

This will install the latest version of the following apps on your computer: Word, Excel, PowerP oint, OneMote, Access, Publisher, Qutlock, Lync, InfoPath,
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Word Excel PowerPoint  OneNote Access Publisher  Outlook Lync InfoPath

Language: Wersion:

[English (United States) v 32-bit (Recommended) Advanced {::

Mote: Installing additional languages on a com puter that already has this version of Office doesn't count against your install limit (5.

Review system requirements
Learn how to troubleshoot your Office installation
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e Run the install file or save it and run it after it has downloaded.



e C(Click Next in the subsequent windows and be sure to select Use Recommended Settings and

then click Accept.

] Office

First things first.
* Use recommended settings| << “—

Help us improve Office. The infarmation sent to Microsaft helps us make the best software and senvices for you and is never used to identify or
contact yaw, We take your privacy serioushy.

Mo thanks
View Privacy Staterment

This product also comes with automatic updates. Learn more

By clicking “Accept” you agree to the Microsoft Office License Agreement, Yiew Agreement Accept F

e Optional: watch the presentation to see some of the new features of Office 365.

e Choose the background theme you would like Office to have. You can change this option later.

] Office

Hello USLab!

How would you like your Office to look?

Circuit &
Clouds
Doodle Circles

Doodle Diamonds

e Click All Done on the next window after Office has finished installing.



Activate and/or Sync Office with your HW Office 365 Account

The first time your run an Office product (Word, Excel, PowerPoint, etc), you should be prompted for
your HW username and password. If you are, just type in your HW email address and password. Once
you do this, the activation is complete and you’re done. You can skip this section.

If you aren’t prompted to log in, please follow the directions below to activate your account.

e Open any Office product such as Microsoft Word 2013. (Word will be used for demonstration)
e At the top right of the new document page select Switch Account.
e On the window that pops up, type in your Harvard-Westlake email address and click Next.

Type the email address of the account you would like to

use with Office.

hwestlake 1@hwemail .com|

Next

When you sign in, your documents and settings are online

Learn more | Privacy statement

e On the next window, fill in your Harvard-Westlake password, check the box that says Keep me
signed in and then click Sign In.

Sign In

User iDx

westiakel @hwemall.com

Password:

.........
| Keep me signed in <:
lgnin

Can't access your account?

e Your Office products can now access your HW Office account and cloud storage directly.



Set up OneDrive for Business

The OneDrive for Business app functions like Dropbox or Google Drive. After being installed, you can
copy or save files to the location and these files will automatically sync with the Office 365 cloud, which
you can access from any device with an internet connection by going to office.hw.com and logging in
with your Harvard-Westlake account information. If you install the app on multiple computers or your
iPad, your files will sync automatically between those devices.

e Open a web browser (Internet Explorer, Chrome, Safari) and navigate to onedrive.hw.com.
e Login by typing your email address and then your password

“ HARVARD-WESTLAKE

Sign in with your organizational account

| YourName@hwemail.com |

e At the top right of the next window click on the OneDrive link.
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e Copy the URL from the link after the page loads by highlighting all of the text in the address bar
and typing Ctrl-c.

/@ Onelnve forBusiness % \\_‘.

e Go to the Start Menu on Windows 7 or the Metro on Windows 8 and type in OneDrive to search
for the OneDrive for Business app on your computer. Or you can find the OneDrive for Business


http://onedrive.hw.com/

app on your start menu/screen. You may have both OneDrive and OneDrive for Business on

your computer. Be sure to select OneDrive for Business.

e Open the OneDrive for Business 2013 app. You should see this window:

[ESE)

& Microsoft OneDrive for Business

Which library do you want to sync?

Pu:‘c your library URL here

You'll find your documents under Favorites in Windows Explorer.

We'll save the library here:
CA\Users\uslab. INTERNAL 000

Change

_ Cancel |

If there is a URL (ie web address) already filled in, click Sync Now. If the line reads Paste your
library URL here (as in the screenshot above) then paste the URL you copied earlier by typing

Ctrl-v on that line and click Sync Now.

On the window that pops up, type in your Harvard-Westlake email address and click next.

X

Type the email address of the account you would like to
use with Office.

hwestlake 1@hwemail.com|

Next

When you sign in, your documents and settings are online

Learn more | Privacy statement




In the next window, fill in your Harvard-Westlake password, check the box that says Keep me
signed in and then click Sign In.

Sign In

User iD:
nwestiakel @

hwemall.com

Password:

Teresene
| Keep me signed in @
2ignin

Can't access your account?

When you browse the folders on your computer, you will now see that there is an OneDrive for
Business folder under your profile and shortcut to that folder under the Favorites section of the
Navigation Pane.

2 b USlab ¥ + | 43} Seorch Usiab 2
Organize v Include in library v Share with v New folder =~ 0 @
¥ s Name z Date modified Type
B Desktop £ Contacts
i Downloads # Desktop
1. Recent Places i Downloads
@ OneDrive for Business It Favorites
@ Links
4 Libraries My Documents
U My Music
A Usteb £ My Pictures
B My Videos
1% Computer & OncDrive for Business <=
i Saved Games
€ Network ¥ Searches
Temp M

The OneDrive for Business app is now installed.



Set up Outlook

If you want to use Outlook as your email program, follow the steps below. Alternatively, you can use
web mail by going to mail.hw.com and logging in. If you use web mail, you do not need to perform the
steps below.

e Launch Outlook 2013.

e  Click Next on the first two windows.

e On the third window, fill out the fields with your name and your Harvard-Westlake email
address and password. Then click Next.

[add Account L ——————————— ]

Auto Account Setup
Outlook can automatically configure many email accounts.

Your Name: Harvey Westlake
Example: Ellen Adams

E-mail Address: hwestlakel @hwemail.com

Example: ellen@contoso.com

Password: | rressaaax

Retype Password: | **xxsssxx
Type the password your Internet service provider has given you.

() Manual setup or additional server types

[ < Back ][ Next > ] l Cancel

e  Onthe window that pops up titled Windows Security type the following:
o User Name: internal\your Harvard-Westlake user name
o Password: your Harvard-Westlake password
o Check the box next to Remember my credentials and then click Ok.

Windows Security @

Microsoft Outlook
Connecting to hwestlakel

w7

| internal\hwestlakel |

Remember my credentials

[ OK ] [ Cancel



http://mail.hw.com/

e After your account has been verified, check the box next to Change Settings then click the Retry

button.

e Click More Settings.
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In the window that pops up, select the Connections tab.

Check the Connect to Microsoft Exchange using HTTP box and then click the Exchange
Proxy Settings button.

In the next window, make sure all boxes are checked.

In the first field confirm that it says mail.hw.com

In the second field confirm that it says msstd:mail.hw.com

On the drop down menu at the bottom confirm that Basic Authentication is selected.

r B
Microsoft Exchange Proxy Settings @

Microsoft Outlook can communicate with Microsoft Exchange over the Internet by
nesting Remote Procedure Calls (RPC) within HTTP packets. Select the protocol and the
identity verification method that you want to use. If you don't know which options to
select, contact your Exchange Administrator,

Connection settings

Use this URL to connect to my proxy server for Exchange:

https:// mail.hw.com

Connect using SSL only
#] Only connect to proxy servers that have this principal name in their certificate:

msstd:mail.hw.com

[¥] On fast networks, connect using HTTP first, then connect using TCP/IP
[V]on slow networks, connect using HTTP first, then connect using TCP/IP

Proxy authentication settings

Use this authentication when connecting to my proxy server for Exchange:

Basic Authentication v]

[ OK ] [ Cancel

Click OK.

Click Apply and then OK to close out the window.

Click OK on the pop-up windows that explain that you must restart Outlook for these
changes to take effect.

o Click the Finish button

e After Outlook finishes setting up your inbox, you will get a pop-up window titled First Things
First. Select the Use Recommended Settings bullet and then click Accept.

e QOutlook is now set up and ready to use.



