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INSTRUCTIONS FOR USERS



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



STEP 2 – Allow the installation.



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



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



STEP 5 – Please run OUTLOOK first to sign in and activate your new Office installation.



STEP 6 – Configure Outlook



STEP 6a – Configure Outlook



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)



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



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



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



STEP 6d – Office has been activated correctly.



STEP 6e – Office options – Choose Use Recommended Settings



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

