How to Activate Office 365

for Office 2016
May 16, 2016 by Sara Witherow

After Office 365 has been installed on the machine, all staff will need to activate their copy of Office.

Launch one of the Office suite applications for the
first time after installation.

For this example we will use Word 2016.

Enter your product key

Your product key is 25 characters and is typically found in your
poOductpeckaging. In the “Enter your product key”, click on the
second option “Sign in with an active account

instead.”

See product key examples
Sign in with an active account instead

Activate Office _ ] o
Enter your APS email address in the “Activate
To activate Office, enter the email address that's Office” WindOW.

associated with your Office subscription.

sara witherow@apsva.us

We Need a Little
More Help
Click on “Work account”.

Itlo

.. Microsoft account
| btk e

ﬁ Work account
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] Office 365

‘sara.wllherow@apsva‘us

Password

Can't access your account?

] Office 365

It looks like sara.witherow@apsva.us is used with more than
one account. Which account do you want to use?

Work or school account

sara.witherow@apsva.us
Personal account
Created by you
sarawitherow@apsva.us

Back

Tired of seeing this? Rename your personal Microsoft account.

ft B2 Microsoft

Privacy & Cookies

] Office 365

Redirectin

@

> taking you to your organization’s sign-in page.
ef

Arlington
A Public
Schools

sara.witherow@apsva.us

LOGIN

INSTRUCTIONS | FORGOT PASSWORD

Account Updated

This computer has been added to your account.

oK

Make sure your email address is entered. Click on
the Password field and it will proceed to the next
screen without entering anything.

If this screen appears for you, click on “Work or
school account.”

You will be “Redirected” to APS.

Now you will sign into APS to finish registering
Office.

If entered correctly, and the machine is connected
to the Internet, the “Account Updated” message
will appear.
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First things first.

This product also comes with Office Automatic Updates.
Leam more!

By clicking "Accept” you agree to the Microsoft Office License
Agreement. Accept
View Agreement

? BH - 8 X

Witherow, Sara ~

Account

User Information

Witherow, Sara
sara.witherow@apsva.us

Sign out

Switch Account

Office Background:
No Background

Click “Accept” on the “First things first” screen.

Then you are done with registration.

The upper right corner of the Word document
window will show the user name.

If you click on “Account Settings”, you should
now see your name in User Information.
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