Purchasing
Microsoft Office
2016

Version installed on all desktops



Uninstalling Microsoft Office 365

In order to purchase and use Microsoft Office Professional
Plus 2016, Microsoft Office 365 must be uninstalled.



Uninstalling Microsoft 365

e Type Control Panel into the search box
e Click on Control Panel (app)

e
Control Panel = |

App — )
Apps

Control Panel

E51 Settings > App

the web
£ control panel - See web results > = op
Settings (3) ~

grams and

I/O control panel I




Uninstalling Microsoft 365

e Under Programs, click Uninstall a Program

Control Panel

1 [EE > Control Panel > v [S)
Adjust your computer's settings View by: Category ~
System and Security - User Accounts
Review your computer's status a G Change account type
Save backup copies of your files with File
History

Backipand Restors (MbRdGwET) Appearance and Personalization

\' Network and Internet y Clock and Region
View network status and tasks 5

Change date, time, or number formats

s 4 Hardware and Sound Ease of Access
%‘ View devices and printers @ Let Windows suggest settings
Add a device

Optimize visual display
Adjust commonly used mobility settings

Programs




Uninstalling Microsoft 365

e Select Microsoft 365 Apps for enterprise and click uninstall

6yl Programs and Features — O X

<« ~ > 3 > Control Panel > Programs > Programs and Features v (5] Search Programs and Features @

Control Panel Home .
Uninstall or change a program

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

G Turn Windows features on or

off Organize ~ & e
Name - Publisher
l crosoft 365 Apps for enterprise - en-us I Microsoft Corporation
ICroso ge Microsoft Corporation
& Microsoft OneDrive Microsoft Corporation
icrosoft Teams Microsoft Corporation

3 Microsoft Visual C++ 2015-2019 Redistributable (x64) - 14.... Microsoft Corporation
3 Microsoft Visual C++ 2015-2019 Redistributable (x86) - 14...
[® Teams Machine-Wide Installer Microsoft Corporation

Microsoft Corporation

~— Currently installed programs Total size: 366 MB
y 7 programs installed
Lyl e

NS N N




Uninstalling Microsoft 365

e Click Yes to allow the app to make changes to your device

ﬁ] Uninstall or change an application

Verified publisher: Microsoft Windows

Show more details



Uninstalling Microsoft 365

e Click uninstall

a1 Microsoft

Ready to uninstall?

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

Uninstall Close



Uninstalling Microsoft 365

e Click Close and restart your computer

B Microsoft

Done uninstalling!

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




Purchasing Microsoft Office Pro Plus (2016)

e Click Buy Microsoft Office 2016 for Home link on the Staff Device Info Website

& My Drive - Google Drive x| Purchasing Micrsoft Office 2016 X = %5 Staff Device Information x [ = X

&« O @ O Notsecure | www. .org/StaffDevicelnformation.aspx % o @ 2
Start Menu

Right Click
Snip and Sketch
Tablet Mode

Specs: Intel i5 Processor, 8 gigs of ram, 128 gig hard drive Windows 10 Monthly Updates

Surface Pro 7 Info

URFACE LAPTOP 3

GOOGLE FOR
= EDUCATION

Google for Education Training
Courses
Specs: Intel i5 processor, 8 gigs of ram, 128 gig hard drive
Digital Citizenship and Safety
Surface Laptop 3 Info Course

Tools for Diverse Learners

Support English Language
SURFACE BOOK 3 e

Google Classroom
Google Docs

Google Forms

P Type here to search




Purchasing Microsoft Office Pro Plus (2016)

e Click on Microsoft from menu on left side, then on Office Professional Plus 2016
(PC Only)

& My Drive - Google Drive X | [ Purchasing Micrsoft Office 2016 X | ®4 Staff Device Information X | @ Mayfield City Schools | Academi. X | +

& O @

¥

& https://mayfieldschools.onthehub.com/WebStore/ProductsByMajorVersionList.aspx?cmi_cs=1&cmi_mnuMain=43.. ¥  ¥= £

Acad

Mayfield City Schoo

ic Software Store

S

Faculty/Staff Students

Most Popular Productivity Data Analysis Security Photo, Video & Design Training Browse by Publisher
Featured — — ey Acronis
off offi
P— Pofessonal Homea Office . Office Cyber
Plus Business S5 Home & Business Protection
Protect your devices

Office Professional Plus

Office Home & Business

Office Professional Plus

Office Home & Business

with security and
reliable solutions

Parallels 2019 (PC Only) 2019 (MAC/PC) 2016 (PC Only) 2016 for Mac
IBM SPSS
NortonLifeLock Education
8 Windows 10
Adobe @ Creative Cloud
Micrsot Students save
60% on Adobe
VMware Creative Cloud.
nthehub Poli a-bfe3-e01 4da23e6716

H A Type here to search



Purchasing Microsoft Office Pro Plus (2016)

e Click on Add to Cart ($20.69)

Product Search

Faculty/Staff Students

Most Popular Productivity Data Analysis Security Photo, Video & Design Training Browse by Publisher

Office Professional Plus 20

|

B Microsoft Microsoft Office 2016 helps you to do your best work — anytime, anywhere and with anyone. New, modern
Ofﬁce versions of the desktop applications, Word, Excel, PowerPoint, Outlook, and OneNote, are built for maximum
Professional Plus productivity. You'll quickly produce professional documents with powerful authoring features, design

E’ie 0 controls for pixel-perfect layouts and new built-in Excel tools help you get more out of your data, faster and
_(—) easier. You'll have access to your docs in the cloud whenever you need them. And with your documents

stored online, it's easy to get your team on the same page. Just share, present and work together on
projects with built-in team collaboration tools across the suite.

Choose a language: English B

Office Professional Plus 2016 (English) (Work At Home) $20.69

Available to: Faculty/Staff
™ Add to Cart



Purchasing Microsoft Office Pro Plus (2016)

e C(Click on Register to request an account

Mayfield C Acm”

Faculty/Staff Students

& Username® Need to request an account or complete registration? Click
[ ] the Register button below to continue.

Register
& Passwor d*

Forgot username or password?



Purchasing Microsoft Office Pro Plus (2016)

e Type in your Mayfield City Schools email address, click Continue

Sign In Register

Academic Softw: Store

Mayfield City S hoo

e

Product Search Q

Faculty/Staff Students

Account Verification > Verify Email Address

Only the students and faculty of participating schools are eligible to place
orders on this WebStore. The quickest way to verify your academic status
is to enter your school-issued email below.

Organization-Issued Email Address*

I adrozd@mayfieldschools.org| I




Purchasing Microsoft Office Pro Plus (2016)

e Fillin the highlighted information and click Continue

Choose a Password* @ Confirm Password*

Proof of Eligibility

Your Organization* Organization-lssued Email Address*

I Mayfield City Schools VI I adrozd@mayfieldschools.org I

Group of which you are a member*

Staff vI

You will be liable for the full price of any products you have
ordered if you are unable to supply proof of your eligibility
upon request

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.

/" I'm not a robot a4

reCAPTCHA
Privacy - Terms

CR—




Purchasing Microsoft Office Pro Plus (2016)

e Check your email for a confirmation from CDW

& Thank you for registering. ’

Eligibility

You are a member of (or have requested membership in) the following groups:

Organization: Mayfield City Schools

User Groups: Staff

Verification Method: Organization-issued email address
Status: Unverified (Expires: 2021-07-08)

An email has been sent to adrozd@mayfieldschools.org with the subject "Email address confirmation" to confirm the
email address. Please follow the instructions in the email. If you do not receive it within an hour, please ensure your
email program is configured to allow emails from kivuto.com. Click below and we will resend the confirmation email.

[Resend Confirmation Email

Request Additional Eligibility l




Purchasing Microsoft Office Pro Plus (2016)

e Click on the verification link within your confirmation email.

** This is an automated message -- please do not reply as you will not receive a
response. **

Mayfield City Schools

This email is to confirm the email address that you supplied. Please click the link below
to complete the verification of your email address:

https://mayfieldschools.onthehub.com/d.ashx?s=k26hgbcOke

If you are redirected to your organization's internal sign-in page, you will need to sign in
using the credentials provided by your organization.

If you have any questions, please see the Help page of the WebStore.

Thank you,
Mayfield City Schools



Purchasing Microsoft O

e Click on Microsoft from the menu on the left.

@ Your email address has been successfully verified.

Popular

Professional

I Microsoft I

Parallels

IBM SPSS
NortonLifeLock
Adobe

VMware

Mindjet

QSR International
Sticky Password

All

avfieldschools.onthehub.com/WebStore/ProductsBvMaiorVersionList.asox?cmi cs=1&cmi mnuMain=433748da-f0a6-e811-8109-000d3af419388&0c=ddc848d8-b4fe-e111-bd05-f04da23e67f6

Office Professional Plus
2019 (PC Only)

SPSS

STATISTICS 27

IBM® SPSS® Statistics 27
Faculty Pack

=1
=
—0

Norton 360 Deluxe (1 year,
3 devices)

Office
Home &
Business

|

Office Home & Business
2019 (MAC/PC)

sTATISTICS 26
FACULTY

IBM® SPSS® Statistics 26
Faculty Pack

NVIVO3:

NVivo 12 Plus (Windows)

Education

28 Windows 10

Microsoft

Windows 10

Parallels Desktop 15 for
Mac

NVIVO3:

NVivo 12 Pro (Windows)

Don’t wait—
protect your devices
with award-winr

Norton
Security

Adobe Creative Cloud
Subscription

@ Norton'

Microsoft

Looking for
Office 2019?

You can get it for
$20.09.

Norton Secure VPN (1 year,
1device)

|| Paraliels

! Run Windows on your

Mac like never I——S

NinManager before.
) Get Parallels
Desktop 15 for
MindManager Mac for only
$39.99 USD.

ro Plus

(2016)



Purchasing Microsoft Office Pro Plus (2016)

e Click on Microsoft from the menu on the left, then click on Office Professional
Plus 2016 (PC Only)

& My Drive - Google Drive x | Purchasing Micrsoft Office 2016 X | @' Staff Device Information X | @ Mayfield City Schools | Academi X | + = X

& O @ & httpsy//mayfieldschools.onthehub.com/WebStore/ProductsByMajorVersionListaspx?cmi_cs=1&cmi_mnuMain=43.. ¥  ¥= e

Mayfield City Schools

Faculty/Staff Students

Most Popular Productivity Data Analysis Security Photo, Video & Design Training Browse by Publisher

Featured B Moot AC ronis
Office
Popular Office Cyber
Business 2016 for Mac Protection
Microsoft Pru‘(ec( your devices
with security and
R, Office Professional Plus Office Home & Business Office Professional Plus Office Home & Business reliable solutions
Parallels 2019 (PC Only) 2019 (MAC/PC) 2016 (PC Only) 2016 for Mac
yoer
IBM SPSS
NortonLifeLock Educa
28 Windows 10
Adobe @ Creative Cloud
Students save
60% on Adobe
VMware Creative Cloud.
htps: nthehub. yPoli 2

(d
12:07 PM

L Type here to search 7/8/2020




Purchasing Microsoft Office Pro Plus (2016)

e Click on Add to Cart ($20.69)

Product Search

Faculty/Staff Students

Most Popular Productivity Data Analysis Security Photo, Video & Design Training Browse by Publisher

Office Professional Plus 20

|

B Microsoft Microsoft Office 2016 helps you to do your best work — anytime, anywhere and with anyone. New, modern
Ofﬁce versions of the desktop applications, Word, Excel, PowerPoint, Outlook, and OneNote, are built for maximum
Professional Plus productivity. You'll quickly produce professional documents with powerful authoring features, design

E’ie 0 controls for pixel-perfect layouts and new built-in Excel tools help you get more out of your data, faster and
_(—) easier. You'll have access to your docs in the cloud whenever you need them. And with your documents

stored online, it's easy to get your team on the same page. Just share, present and work together on
projects with built-in team collaboration tools across the suite.

Choose a language: English B

Office Professional Plus 2016 (English) (Work At Home) $20.69

Available to: Faculty/Staff
™ Add to Cart



Purchasing Microsoft Office Pro Plus (2016)

e Check your order summary and click Check Out once your order is correct

@ View Full Cart

Quantity Price
Office Professional Plus 2016 (English) (Work At Home) - 1 $20.69
Download

O Learn More
Basic Access Guarantee (1 month) - Included

Recommended for You

Extended Access Guarantee (24 months) $5.95

People Also Bought

E Parallels Desktop 15 for Mac - Windows on your Mac (Multilanguage) (1-
YEAR SUBSCRIPTION)
Details
m PDF Studio 2019 Professional
Details

[ Back to Shopping l « Check Out



Purchasing Microsoft Office Pro Plus (2016)

e Accept the Faculty and Staff License Agreement

& MyDrive - Google Drive X | Purchasing Micrsoft Office X | ' Staff Device Information X | @ Eligibility | Mayfield City Sc X = @) Digital Signature Message X | =+ = X
< O @ & https://mayfieldschools.onthehub.com/WebStore/Checkout/DigitalSignatureOrderMessage.aspx? ¥ *= i3

By using this site you agree to the use of cookies for analytics, personalized content and ads

Home Help English — USD

Hello, Andrew v W (1)

@ Order Information @ Confirmation @ Details
Faculty and Staff License Agreement

This message applies to:

Product Agreement Number Enroliment Number

Office Professional Plus 2016 (English) (Work At Home) - Download V5383952 V5383952

IMPORTANT - READ CAREFULLY: This Faculty and Staff License Agreement (License Agreement) is issued to you and documents the transfer of the product
license(s) listed below pursuant to your Institutions volume licensing agreement with Microsoft. This License Agreement is a legal agreement between you
and Microsoft Licensing, GP (“Licensor”). For purposes of this License Agreement, the term “Software Product” shall mean the product(s) identified in Section
1below, and the term “License” shall mean the right to make, use, or access a particular copy of the Software Product. The Software Product is protected by
copyright laws and international copyright treaties, as well as other intellectual property laws and treaties. The Software Product is licensed, not sold. By
signing below you agree to be bound by the terms of this License Agreement.

1. Grant of license.

thehub.cc & pport/PrivacyPoli a-bfe3-e011-b09a-f04da23¢67f6 ' Software Product(s) identified below on a home PC for work related

ﬂ R Type here to search




Purchasing Microsoft Office Pro Plus (2016)

e Fill out the highlighted boxes and accept the agreement

Date: Wednesday, July 8, 2020

Username*:

adrozd@mayfieldschools.org

adrozd@mayfieldschools.org

Signature (type name)*:

Andrew Drozd

Andrew Drozd

Decline Accept




Purchasing Microsoft Office Pro Plus (2016)

e Fill out the highlighted boxes to complete your order

_ Paypal

Add Credit Card Billing Address
Name on Card* Full Name*

Andrew Drozd I
Card Number* Address Line 1*

L Street address, company name, c/o
—

- visA
—

Address Line 2

Expiry Date* Security Code* @
I Month VII Year VI I I
Apartment, suite, unit, building, floor, etc.
Clty* Country*
2048-bit I I I Please Select... VI
You will have the chance to review your order in the next step before = S
State/Province* Postal Code/Zip*

your credit card is charged.

Phone Number*

Bill to this Address




Purchasing Microsoft Office Pro Plus (2016)

e Click on Proceed With Order, then Download
e Make sure you make a record of your Product Key! (highlighted in green)

a. Ifyou lose your product key, you will have to repurchase Microsoft
Office Pro (2016)

Proceed With Order

Downloads

Office Professior

O Product Key:

e Please be'!

B Microsoft

Office

Professional Plus
2016

7

activated a



Purchasing Microsoft Office Pro Plus (2016)

e Click on Download

Download Your Software

Office Professional Plus 2016 (English)

Note: If you experience difficulty downloading or installing this product, please contact support@kivuto.com.

O 31Days Left!
Basic Access Guarantee (1 month) - Included

Download (L]

Size: 2 MB

More download options



Purchasing Microsoft Office Pro Plus (2016)

e Once the program finishes Downloading, click on Open File (bottom left), program
should begin installing

B® Microsoft X

\ /R
https://c2rsetup.officeapps.live.com/c2r/download. m a % q

ol S

Please stay online while Office downloads

We'll be done in just a moment




Purchasing Microsoft Office Pro Plus (2016)

e Microsoft Office programs can be opened by clicking on the start menu.

Recently added

m Video Editor

™D Microsoft Edge

Microsoft Store  Sticky Notes

Partly Sunny

g = @

o
a Feedback Hub




