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1. Before you begin

Microsoft 365 Apps is available to download free for students, Faculty, and Staff of Kwansei Gakuin
University and Seiwa Junior College (Hereinafter collectively called the university) while they are

enrolled in the university.

1.1. Applications included in Microsoft 365 Apps

You can get the latest version of Outlook, Word, Excel, PowerPoint, Publisher, and Access.
By default, Microsoft 365 Apps are installed as one package. This means that you cannot select the

specific Office programs to install. Depending on devices, some applications may not be supported.

1.2. Who can install and use Microsoft 365 Apps

It is only available for full-time enrolled students, Faculty (except Visiting, Exchange, and Interchange

Faculty), and Staff (except Temporary Staff) of the university.

1.3. Computers and mobile devices where Microsoft 365 Apps can be installed on

Each user can install Office on 5 PCs or Macs, 5 tablets (Windows, iPad, and Android), and 5 phones,
up to 15 devices.
Operating system requirements are below:

PC: Windows 8.1 or later / Mac OS X 10.13 or later



2. Basic Precautions

2.1. Microsoft Office Versions

You cannot install and use the same version of Office on the same device. If the version of Office
which you want to install is the same as the one you already have on your device, uninstall your Office

from it first. And when you do so, make sure that you know how to restore it first before uninstalling.

2.2. Network environment

Installing Microsoft 365 Apps uses some GB of data traffic.

If you use tethering or mobile Wi-Fi, be aware of its data usage as well.

2.3. License Authentication

After installation, Microsoft will check the validity of your license in the background every 30 days.

If your license loses validity or you keep using the software offline for more than 30 days, you will be
prompted to re-authenticate your license. And if 30 more days are exceeded without authentication,
Microsoft will go into reduced functionality mode and provide read-only access. Beware when using

offline.

2.4. Obligation to Delete the Software

After your graduation or resignation, your account will be terminated. You will not be able to use

Microsoft 365 Apps. In that case, uninstall it according to this guide.



3. Install Microsoft 365 Apps

3.1. Install Microsoft 365 Apps

Note: The following is explained using Windows 10.

*For Seiwa Jounior college students, please see p.5.
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Open a browser (Microsoft Edge, Google
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double click the icon and start the "kwic".
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click [Login].

*The top page of “kwic” may be displayed

without displaying the login screen.
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Login with your KWANSEI system ID
and password you are assigned by the

University. Then click [Login].

*If you have set up Two-step
Authentication, enter verification code and

login.
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For Seiwa Jounior College Students
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: Open a browser and go to the website

https://webservice.kwansei.ac.jp/

Log in with your KWANSEI system ID and

User 10

password you are assigned by the University.

Password

Then click [Login].

*If you have set up Two-step Authentication,

enter verification code and log in.

Click the [Microsoft 365 App (Word, Excel,

IOWANSEL GAKUIN

Information System Web Service PowerPoint, etc.] button in the Web Service

page.
« [Far faculty, staff, undergraduate and graduate students, and researchers]

As of August 22, 2021, e-mail and other functions have been migrated to the n
= When the Infarmation System Web Service menu button does not work correcti

« If you want to use the on-campus PC environment from off-campus (home, etc

)
Mail, Public Folder

A
Teams Learning

o
oneDrive I
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Microsoft 365 Apps Re

(Word, Excel, PowerPoint, etc.)
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Enter your KWANSEI system
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ID@kwansei.ac.jp in the text box
S'gn n and click [Next].

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

Sign-in options
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<
R Myaccount L Office apps & devices
You can install Office on up to 5 PCs or Macs, 5 tablets,
R Personal info and 5 smartphones.
B3 subscriptions Install Office
G% Security & privacy View apps & devices

El App permissions

Install pop-up appears at the lower part of

Just a few more steps...

the screen.

1 setn . Yes
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‘ your browser. This explanation is using
e T, o e A Microsoft Edge.

Close Need help installing?

Click [---] mark, then click [Open].

Show in folder

Copy download link

Setup.Def.en-us_036...e.. T
Open file
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User Account Control
changes to your device?

lj Microsoft Office

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

Show more details

Yes

Do you want to allow this app to make

No

Note:
If displayed is the message “Do you want
to allow this app to make changes to

your device?”, click [Yes] to continue.
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We'll be done in just a moment.
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Please stay online while Office downloads

It will immediately start installing the

Office programs on your device.

If displayed is the message “Installation is

finished”, installation is finished.

B Microsoft

Hello

, welcome to Office

Sign in to activate Office with this account

@nuc.kwansei.acjp

Change account

Continue

Depending on your environment, it takes
time to complete the installation.
When you see “Hello <Your Name>,

welcome to Office”, click [Continue].

*If this screen is not displayed, launch
application such as Word, Excel, and so

on.




Enter your KWANSEI system
ID@kwansei.ac.jp in the text box
and click [Next].
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Activate Office

Email, phone, or Skype

Enter a praduct key instead

Mo account? Create one!

©2020 Microsoft  Privacy statement

Log in with your KWANSEI system ID
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and password you are assigned by the

University. Then click [Login].

Password

BE Vicrosoft Click [Accept], then install is finished.

Accept the license agreement

Microsoft 365 Apps for enterprise includes these apps:

HESED S S

This product also comes with Office Automatic Updates.
Learn more

By selecting Accept, you agree to the Microsoft Office License Agreement
View Agreement




{Confirmation after install)

l Windows System

Click [Start menu] and show all
applications. If you see office applications
such as Word, Excel, your office install is

completed.

Launch office application such as Word.
Note: The following is explained using
Word.
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® @

Account

User Information Product Information

B® Microsoft
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Change photo

Subscription Product

About me

Sign out Microsoft 365 Apps for enterprise]

Switch account

Belongs to: @nuckwansei.acjp

This product contains
FIAGEAAS

Manage Account

Feedback Account Privacy

Manage Settings

Options

Change License

Click [Account].
If you see “Subscription Product”,

product activation is correctly finished.

View Only (Unlicensed)
Microsoft 365 Apps for enterprise
Activate

Product This product contains

i e JoTRN - Tl

! This product is unlicensed

Activation Required

Microsoft 365 Apps for enterprise
Activate

Product This product contains

JACGOIS

/\ ©On Sunday, 5 December 2021, most fi

@ PRODUCT NOTICE Most of the features of Word have been disabled because it hasn't been activated. I Activate I

(i) PRODUCT NOTICE Word hasn't been activated. To keep using Word without interruption, activate before Sunday, 5 December 2021

If the left screen is displayed, the

activation has not been completed.

Click [Activate] or [Activate Product]
and follow the procedure in "3.2. Product

activation” to complete the activation.




3.2.

Product activation

BY Microsoft

Sign in to set up Office

N I i

Use your regular email Get free cloud storage Use your account to install
address Office on other devices

Sign in with vour work, school, or personal Microsoft account

click [Sign in] .

Note: The following is explained using

word.

B® Microsoft

Activate Office

Email, phone, or Skype

Enter a product key instead

No account? Create one!

Enter your KWANSEI system
ID@kwansei.ac.jp in the text box
and click [Next].
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Password

Enter your KWANSEI system ID and
password.
Click [Login].

You are all set to activate the Office.

10




4. Deactivate and Uninstall Microsoft 365 Apps

You can see on which devices you have installed Office by signing in to the Microsoft 365 Portal.

When you want to dispose of your device, or stop using the Office on your device, deactivate an

existing Office installation first.

Deactivating frees up a license. Then you can install Office on a different PC, Mac, or tablet.

*For Seiwa Jounior college students, please see p.14.

4.1. Deactivation
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2]

Kwansei\Web
Information:

Open a browser (Microsoft Edge, Google
Chrome, etc.) and enter

"https://kwic.kwansei.ac.jp/" in the

address bar and press the [Enter] key

for access "kwic".

If you have installed "kwic" as PWA,
double click the icon and start the

"kwic".

[ kwnc

kwansei web information concourse

If the login screen of "kwic" is
displayed,
click [Login].

*The top page of “kwic” may be
displayed without displaying the login

screen.
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Log in with your KWANSEI system ID
and password you are assigned by the

University. Then click [Log In].

*If you have set up Two-step
Authentication, enter verification code

and login
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The top page of “kwic” is displayed.
Click [ICT Usage] icons at the top of
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Password
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Information System Web Service

e [For faculty, staff, undergraduate and graduate students, and researchars]
As of August 23, 2021, e-mail and other functions have been migrated to the ri
« When the Information System Web Service menu button does not work correcti

« If you want to use the on-campus PC environment from off-campus (home, etc

= For the smooth class administration, please turn off the Wi

&=
Mail, Public Folder

Teams Learning

)

OneDrive

:i]
Microsoft 365 Apps Re
| |

(word, Excel, PowerPoint, etc.) -

: Open a browser and go to the website

https://webservice.kwansei.ac.jp/

Log in with your KWANSEI system ID and
password you are assigned by the University.

Then click [Login].

*If you have set up Two-step Authentication,

enter verification code and log in.

Click the [Microsoft 365 App
(Word, Excel, PowerPoint, etc.)] button in

the Web Service page.
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https://webservice.kwansei.ac.jp/

Enter your KWANSEI system
ID@kwansei.ac.jp in the text box

@ Microsoft and click [Next].

- 7 Crmnte mral
No account? Crzate one!

<

e

R My account ¥ Office apps & devices
You can install Office on up to 5 PCs or Macs, 5 tablets,
R Personal info and 5 smartphones.
B subscriptions Install Office
q Security & privacy View apps & devices

& App permissions

savovroror | information — Device name.

App permissions

& Apps & devices = Subscriptions
< . Click [Sign out] at the right of host
Apps & devices
Y Myaccount name of the PC you want to uninstall.
R Personal info Office i; mé ﬂﬁ l
anguage@ ersion .
=) s \LGgnsh (United States) v/ \Vezu—m v *You can confirm host name at Start -
G securty & privacy Dmcml:l Settings - System - Version
&
v

-
Apps & devices =
|;| Sign out
—
ﬂ Tools & add-ins I Sign out
F——N
g Sign out




Sign out of Office on M =i B0 =0R4?

Signing out doesn’t uninstall Office from your device.

If you sign out of Office, you won't be able to edit files or create new ones on this device.

|

Cancel |

Pop up screen for confirmation is

displayed, click [Sign out].

Apps & devices

<

[T [OwER X E P 2

SIGN OUT OF OFFI{

y Tools & add-ins

Il

@ My account

Office
R Personal info

Language 0] Version
B subscriptions [English (United States) | [6a-bit v
% Security & privacy DEVICES
& App permissions
\l/ Apps & devices

Sign out
Sign out

Sign out

Confirm deactivated PC is disappear

from the list.

For PCs that will no longer use Office, uninstall it following the procedure in

"4.2.Uninstall Microsoft 365 Apps ".

15




4.2.

Uninstall Microsoft 365 Apps

When you want to dispose of your device, or stop using the Office on your device, deactivate

following the procedure in "4.1. Deactivation", then uninstall following the procedure below.

After your graduation or resignation, your account will be terminated. You will not be able to use

Microsoft 365 Apps. In that case, uninstall it according to this guide.

£ IType here to search

Click the search box displayed at the
bottom left in the task bar and enter

Control Panel.

Best match

Control Panel

App

Apps

[B] Settings

Click on the [Control Panel] displayed at

the top of the search box.

Adjust your computer's settings

Backup and Restore (Windows 7)
Find and fix problems

2l Network and Internet

/ Hardware and Sound
*  View devices and printers

Add a device

~ Programs

6}

System and Security

Review your computer's status

Save backup copies of your files with File History
% View network status and tasks

Choose homegroup and sharing options

Adjust commonly used mobility settings

® GFE

View by: Categ

User Accounts
& Change account type

Appearance and Personalization
Change the theme
Adjust screen resolution

Clock, Language, and Region
Add a language

Change input methods

Change date, time, or number formats

Ease of Access
Let Windows suggest settings
Optimize visual display

Click [Uninstall a program].

Note:
If your view is different from that in the
left, change the Control Panel view to

Category.

& Programs and Features

Control Panel Home
View installed updates

& Turn Windows features on or

Name
[#]+Lhaca

LB SO

‘4 Intel® HD Graphics Driver
m L

= Organize v Change

o)

« “ N [@ » Control Panel > Programs > Programs and Features

Uninstall or change a program

To uninstall a program, select it from the list and then click Uninstall, Change, or Repair.

Publisher

Intel Corporation
ime Package  Intel Corporation

I ‘] Microsoft Office 365 ProPlus - en-us

Microsoft Corporation

Select Microsoft Microsoft 365 Apps -

en-us, and click [Uninstall].

Note:

The installer’'s name is different from that
of usual Office. Also, notice that “en-us”
part can vary depending on the language

you selected.
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- X Click [Uninstall] when the conformation

] Office dialog box pops up.

Ready to uninstall?

We'll remove the programs and files you requested from your
computer.

Uninstall Close

= Wait until the uninstallation is complete.
] Office

Uninstalling...

We're removing Office from your computer now.

o =

Step 10of 4

- X When complete, "Done uninstalling!" will
] Office be displayed. Click [Close] and restart

Done uninstalling! your PC.

We've successfully removed Office from your computer.

It's not required right away, but we recommend that you restart
your computer soon so we can tidy up a few remaining files.

Close
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Contact information

Still need help? Feel free to contact us at the following locations:

<Nishinomiya Uegahara Campus>

- Lecture Hall 4—PC Support Center 1

- Media and Research Facilities Building—PC Support Center 2
- Graduate Students Services Building 1—PC Support Center 3

<Kobe Sanda Campus>
- Building VI (second floor)—The PC consultation counter

- Building VI (third floor)—The PC consultation counter

<Nishinomiya Seiwa Campus>

- Building 6—Information media Office (IT Support Desk)

<0Osaka Umeda Campus>
- Campus Office (14th floor)—The Reception counter
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