Steps to Use Microsoft Office Offline:

1. Open a web browser (Chrome, Firefox, or Edge) and go to the official Microsoft Office
website: https://www.office.com.

2. Click the "Sign In" button, as shown in the screenshot.
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Introducing Microsoft Copilot: Meet your everyday Al companion for work and life. Learn more >

Welcome to the Microsoft 365 Copilot app

The Microsoft 365 Copilot app (formerly Office) lets you create, share, and
collaborate all in one place with your favorite apps now including Copilot.*

Sign up for the free version of Microsoft 365 >

3. Enter the login ID provided by the institute (e.g., username®@iitbhu365.onmicrosoft.com)
and click "Next."

B® Microsoft
Sign in

username@iitbhu365.onmicrosoft.com

No account? Create one!

Can’t access your account?

Next

Qﬁ Sign-in options


https://www.office.com/

4. Enter the one-time password provided by the institute and click "Sign In."

BY Microsoft

<« username@iitbhu365.onmicrosoft.com
Enter password

=" 0000000000000000

Forgot my password

5. Set a new password

BE Microsoft
username @iitbhu365.onmicrosoft.com

Update your password

You need to update your password because this is
the first time you are signing in, or because your
password has expired.

== Current password

=== New password

=> Confirm password




6. Click Next button as shown in screenshot
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username@iitbhu365.onmicrosoft.com

Action Required
Your organization requires additional security

information. Follow the prompts to download and
set up the Microsoft Authenticator app.

Use a different account

Learn more about the Microsoft Authenticator app

= Next

7. For additional security, click "Download Now" to install the Microsoft Authenticator app.

Keep your account secure

Microsoft Authenticator

e

Start by getting the app

On your phone, install the Microsoft Authenticator app. Download now
After you install the Microsoft Authenticator app on your device, choose "Next".

| want to use a different authenticator app



8. Scanthe QR code to install the Microsoft Authenticator app on your mobile device.

Get the app on your phone”

Sean the QR code with your Android or 10S mobile device.

Google Play App Store

Get the app Get the app

9. Install the app from Google Play.

129008 O Fal
¢ Google Play :
Microsoft
Authenticator
Microsoft Corporation
4.6% 1
M reviews © 49 MB Rated for 3+ © Do

About this app =>

No more passwords, easier sign-in, and greater
protection for your accounts.



Keep your account secure

Microsoft Authenticator

0 Start by getting the app
On your phone, install the Microsoft Authenticator app. Download now

After you install the Microsoft Authenticator app on your device, choose "Next".

| want to use a different authenticator app

Keep your account secure

Microsoft Authenticator

o Set up your account

If prompted, allow notifications. Then add an account, and select "Work or school”.
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Keep your account secure

Microsoft Authenticator

Scan the QR code

Use the Microsoft Authenticator app to scan the QR code. This will connect the Microsoft Authenticator
app with your account.

After you scan the QR code, choose "Next".

Can't scan image?

10. Open the Microsoft Authenticator app.
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11. Once the Microsoft Authenticator app is open, click "Accept" on the screen and click
continue on next screen.

Help us improve Authenticator

By allowing us to collect additional non-personal
data, you can help us improve the app.
You can turn this on or off at any time in the
‘Settings’ page.

O Help improve the app by sharing your app

O

usage data

Continue

Privacy Statement

Neoome

Allow Authenticator to take
pictures and record video?

Secure your digital life WHILE USING THE APP

ONLY THIS TIME

DON'T ALLOW
When you are signed in with Microsoft, all stored passwords,
addresses, and other autofill info will be available on this
device.

Add work or school account

Scan a QR code

Restore from backup
Enter code manually




13. Use your mobile device to scan the QR code displayed on the screen.

Keep your account secure

Microsoft Authenticator

Scan the QR code

Use the Microsoft Authenticator app to scan the QR code. This will connect the Microsoft Authenticator
app with your account.

After you scan the QR code, choose "MNext".

14. Click "Next" to continue. On the next screen, you will see an authentication/notification
text.

Keep your account secure

Microsoft Authenticator

Let's try it out

v/

Approve the notification we're sending to your app by entering the number shown below.

- @)




15. Enter the authentication number displayed on your mobile screen, as shown and click ‘Yes'.

0 Are you trying to sign in?

IIT BHU
help. i 1365,
com

Enter the number shown to sign in.

Enter number here
= =

YES

NO, IT'S NOT ME

| CAN'T SEE THE NUMBER
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Keep your account secure

Microsoft Authenticator

Notification approved

v




Keep your account secure

Success!

Great job! You have successfully set up your security info. Choose "Done" to continue signing in.

Default sign-in method:

2 Microsoft Authenticator
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Once you've logged in successfully, click on the "Install and More" dropdown menu, then select
"Install Microsoft 365 apps" as shown in the image below.

o 5 The Microsoft 365 Copilot app is here!
Enjoy the same app with access to Al-powered features. Update your beokmark to the new URL m365.cloud.microsoft. Leam more

L
H -~
o Install and more ~

(fe L Install Microsoft 365 apps
—  Install Word, Excel, PowerPoint, and mare.
? Welcome to Microsoft 365 Copilot, Manmeet
Explore your Apps
B8 Access your favorite apps and do more on
EB - the web.
Apps J Search

Install the Microsoft 365 Copilot

Q mobile app
Take your productivity on the go with our
free i0S and Android app.

Quick access

By clicking on "Install Microsoft 365 apps" from the dropdown menu, you will be redirected to a new
window or tab. Then, click on the "My Account" tab and select the "Install Office" button as shown.

office.com

My account

e

Office apps & devices & Subscriptions

Verify what products and licenses you have.

My account

You can install Office on up to 5 PCs or Macs, 5 tablets,

Subscriptions and 5 smartphones.

Security & privacy |::>( Install Office ‘

View apps & devices

App permissions View subscriptions

Apps & devices

Tooks & add-ins Q Security & privacy = App permissions

Manage which apps have access to your data. You can
revoke permission whenever you want.

Protect your account and adjust impaortant privacy
settings to your preference.

Manage security & privacy Change app permissions =



The OfficeSetup.exe file will be downloaded to your PC. Locate the file and double-click to begin the
installation. The setup wizard will open, guiding you through the installation process.

My account E OfficeSetup.exe

Showall downloads

¥ Office apps & devices =] Subscriptions

Y Myaccount
You can install Office on up to 5 PCs or Macs, 5 tablets, Verify what products and licenses you have.
B3  subscriptions and 5 smartphones.
@y securty & privacy Install Office
&) App permissions View apps & devices View subscriptions
L Apps & devices

Tools & add-ins Q Security & privacy = App permissions

Protect your account and adjust important privacy Manage which apps have access to your data. You can
settings to your preference. revoke permission whenever you want.




