[bookmark: _GoBack]How to download and install Office 365
1. Complete the form found on the Software Request page. 
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2. Once submitted you’ll be sent an email with your First Name, Last Name, and RCC Email Address.
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3. Once this email is received, you should be able to install Office 365 by clicking on the gear icon in the top right corner of your email window next to your name. 
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4. Click on Office 365 settings (circled in the picture above) and then choose the software option on the right.
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5. The “settings” page will open and you should see the following items:
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6. Make sure the language setting is on English and then click “Install”. The correct version should automatically be detected for your system. It will take a few minutes to download (depending on your Internet speed). You can then click on the Setup in the bottom left corner of the window.
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7. When you click on the box in the bottom left corner another box will open. Click “Run” and the program will install on your machine.
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