CAPE MAY COUNTY OFFICE
2013 DEPLOYMENT

INSTRUCTIONS FOR USERS



 STEP 1 — A popup will appear asking you to install Office 2013.

KACE Desktop Alert
KACE 1272015 | 9:34:34 AM

* Office 2013 is ready to install, Please dick OK to
start the installation.

[ Ok ] Shooze Cancel




STEP 2 — Allow the installation.




STEP 3 - You will then see the following two progress indicators.

Office is installing in the background (25% %

You can use your proegrams now, but please don't go offline
or restart your computer.

m t7 937 AM




Step 4 — You will see the following entry in your Start Menu once the installation has completed.

’ Adobe Reader XI
@ Default Programs
[§] Desktop Gadget Gallery
& Internet Explorer
';. Windows Anytime Upgrade
4 Windows DVD Maker
i) Windows Fax and Scan
& Windows Media Center
I3| Windows Media Player
#1 Windows Update MR
<4 XPS Viewer
. Accessories Computer
.. Gadwin
1 Games Control Panel
. Maintenance
. Microsoft Office 2013 Devices and Printers
. Startup
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T

’ | 4 XPS Viewer
. Accessories
. Gadwin
, Games
, Maintenance
. Microsoft Office 2013
@ Access 2013
Excel 2013
¥ InfoPath Designer 2013
¥ InfoPath Filler 2013
& OneDrive for Business 2013

OneNote 2013

B} Outlook 2013 é—
[& PowerPoint 2013

@ Publisher 2013

@’ Send to OneNote 2013

@ Skype for Business 2015

B word 2013

. Office 2013 Tools
. Startup

4 Back

I |5:‘-::rch programs and files

STEP 5 — Please run OUTLOOK first to sign in and activate your new Office installation.
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STEP 6 — Configure Outlook

Welcome to Outlook 2013

Outlook is your personal assistant, helping you manage your life with
powerful tools for email, calendar, contacts, and tasks.

Let's get started. In the next few steps, we'll add your email account.

< Back ![ Next > ][ Cancel ]




STEP 6a — Configure Outlook

' Microsoft Outlook Account Setup

Add an Email Account

Use Outlook to connect to email accounts, such as your organization's Microsoft Exchange Server or an Exchange
Online account as part of Microsoft Office 365. Outlook also works with POP, IMAP, and Exchange ActiveSync
accounts.

Do you want to set up Outlook to connect to an email account?

@ Yes
) No

[ < Back JLNexb ] [ Cancel J




STEP 6b — Configure Outlook (It should fill in all of the information for you — if it does not, please type
your Full Name, Email Address and password as shown)

Add Account Add Account

Auto Account Setup
Outlook can automatically configure many email accounts.

Auto Account Setup
Outlook can automatically configure many email accounts.

@ E-mail Account @ E-mail Account

Your Name: Your Name: 'Kenneth Haught

Example: Ellen Adams Example: Ellen Adams

E-mail Address: E-mail Address: |kenneth.haught@co.cape-may.nj.us
Example: ellen@contoso.com Example: ellen@contoso.com

Password: Password: ARKERARER

Retype Password: Retype Password; | ***+s+s+s

Type the password your Internet service provider has given you. Type the password your Internet service provider has given you.

(") Manual setup or additional server types (") Manual setup or additional server types

e ) (o)




STEP 6¢ — Your Outlook account should now be configured. If you have any problems up to this step, contact MIS.

Add Account

Searching for your mail server settings...

Configuring

Outlook is completing the setup for your account. This might take several minutes.
+  Establishing network connection
+  Searching for kenneth.haught@co.cape-may.nj.us settings
v Logging on to the mail server

Congratulations! Your email account was successfully configured and is ready to use.

["] Change account settings [ Add another account... ]

< Back [ Finish ][ Cancel ]




STEP 6¢ — Your Outlook account should now be configured. You may get one more authentication window. Sign in with
your Windows Username and Password.

" Windows Security

Add Account :
Microsoft Outlook

Connecting to kenneth.haught@co.cape-may.nj.us

Configuring (s ] | kenneth.haught@co.cape-may.nj.ul
‘ E | Password l
Outlook is completin

./  Establis [] Remember my credentials
i

=%  Searchir
Logging

Searching for your nf




Activate Office

To activate Office, enter the email address that's
associated with your Office subscription.

‘ kenneth.haught@co.cape-may.nj.us

Enter a product key instead
Privacy statement

X

STEP 6d — Activate Office by signing in with your Windows Credentials

Sign In

User ID:

|kenneth.haught@co.cape-may.nj.us

Password:

V! Keep me signed in
Signin

Can't access your account?

© 2012 Microsoft Corporation
Privacy | Legal




STEP 6d — Office has been activated correctly.

Account Updated

This computer has been added to your account.

OK




STEP 6e — Office options — Choose Use Recommended Settings

First things first.

® Use recommended settings:

0 No thanks
Learn more

This product also comes with automatic updates.
Learn more

By clicking "Accept” you agree to the Microsoft Office License —
Agreement. | Accept ‘
View Agreement ’ o




Thank you — if you have any questions, concerns or problems, please call MIS at 463-6625

If you would like to learn more about Office 365 please go to the following website

https://portal.capemaycountynj.gov/Office_365/Office_365.htm



https://portal.capemaycountynj.gov/Office_365/Office_365.htm

