microsoft office 2010
Installation instructions

Dffice 2010

1 get the software key/serial number from
http://it.fullerton.edu/students

2 pick up the installation DVD from TitanCard

3 remove old version of Office from your
computer.

4 put the installation DVD in your computer &
follow the installation wizard instructions

5 update Office when you’re done

NEED MORE DETAILS? KEEP READING!
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1 get the software key/serial number

Follow the instructions below to get the License Serial Number (aka software key or serial number).

Screenshots for these steps were taken with Windows 7, but the steps are generally the same for

Windows XP and Windows 8.

Steps

Images

1. Open your internet/web
browser to
http://it.fullerton.edu/students

C' | [} httpy/itfullerton.edu/students
Google

YouTube

E California State Univ... [ M5 in Instructional ...

L " -

+You  Search

Images

Maps Play

2. Scroll down to click on the
Office 2010 image.

Software, Training, and Other Resources
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FrantDoorSoftware

Adobe Softwa FrontDoor Security  Windows & Windows 7 Office 2013
| Fullerton EECHELE
ACeDC Business Developer

MATLAB
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Office 2010

Office 2011 MatLab Software

lynda.com
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3. Click Get Microsoft Software
on the right.

This means YOU.

O
W Q’@Be sure to check the

Software Requirements for Office
2010 before installing. Otherwise
you may end up wasting your
time with this installation!
http://technet.microsoft.com/en-
us/library/ee624351.aspx%28v=0

ffice.14%29#section2

Eligibility

Students who are actively enrolied in classes

Microsoft Software: for students

Software Requirements

Support for Windows For Windows 7 and 8 this is an upgrade
Office is available from version you will need to have a previous
the IT Helpdesk. P g system

already.

Read the End User License Agreement
(EULA) for Microsoft

Office |
20117 mc

= Free So, ‘vare
1T mrorsson e ..

Installation & Support

There is no support for OS installation.

+ Operating system self help is available
from Microsoft for Windows 7 and
Windows 8

Training for Microsoft products is available
through the Lynda.com Onling Training @
CSUF

For general inquiries (except product
installation), please contact IT Helpdesk
Need in-person help? All CSUF students can
go to the Student Genius Comer located in
the Titan Lab (PLN-30).

2013

Free Software

Get Microsoft Seftware

Support for operating
systems is not
provided by the IT

4. Type your Portal username and
password in the Students
Login section.

Then click Login.

SOFTWARE LICENSE PROVISIONING SYSTEM

Welcome to the Software License Provisioning System. This web application is a custom program created for
to purchase the license key for specific software distributed by Division of Information Technology at Californi

University, Fullerton.
Before signing in to this system, please make sure your laptop or computer meets the minimum requirements to
install and run the desired software. For more information abeut the minimum system requirement, please visit T
http:/fsesw.fullerton.edujit/students. You assume full responsibility for resalving any problems that may arise if you

harry potter

choose to install and run the purchased software on your personal computer. Please consider this before proceeding.

User Name:
Each enrclled CSUF student is entitled to purchase ONE license per software edition for AT HOME USE. In order to

purchase a software license key, students must provide a non-refundable payment using a credit card or Titan Tender Password:
(TitanCard)). When using your Titan Tender, please make sure there is an adequate balance available in your Titan

5. Find Microsoft Office
Professional Plus 2010. Click
Add to Cart.

Tender account. You may check your Titan Tender account balance in the Campus Portal. Login
Software Total Net

This product is no longer available.

. Adobe C56 Master Collection Macintosh i i
‘Macmsh $40.00 Adnbe.Cr.eah.ve Cloud M'embershfp
(Student/Non-State) - Kivuto subscription is planned to be available
from 09/16/2013 10am.
This product is no longer available.
=- Windows Adobe CS6 Master Collection WindoW $40.00 Adobe Creative Cloud Membership

(Student/Non-5tate) - Kivuto subscription is planned to be available

from 08/16/2013 10am.

m Windows Microsoft Office Professional Plus 2013 $0.00
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6. Click on View Your Cart.

You can also click on
View Your Cart at the top left of
this page.

& Macinosh

Software Total Net Price ($)

Adobe C56 Master Collection Macintosh
(Student/MNon-5State) - Kivuto

This product is no longer available.
Adobe Creative Cloud Membership
subscription is planned to be available
from 09/16/2013 10am.

BR Windows

Adobe C56 Master Collection Windows
(Student/MNon-5State) - Kivuto

This product is no longer available.
Adobe Creative Cloud Membership
subscription is planned to be available
from 08/16/20132 10am.

O Meciosh

Microsoft Office 2011 for Mac

== Windows microsoft Office Professional Plus 2010

This product has been already in your
cart.

View your cart.

== Windows Microsaft Office Professional Plus 2013

7. Review your order at the top of
the page, read the user
agreement, and then place a
check mark indicating you
have read and understand the
agreement.

73 By marking this check box, I represent that I have read, understood and agreed to the above End User License Agreement(s), and 1
am signing it freely. No other representations concerning the legal effect of this EULA(s) have been made to me.

8. Click Place your order.

By marking this check box, T represent that I have read, understood and agreed to the above End User License Agreement(s), and I
am signing it freely. No other representations concerning the legal effect of this EULA(s) have been made to me.

ﬁ Place your order

9. Click OK to submit your order.

The page at https://apps.fullerton.edu says:

Are you sure you want te submit this crder? Please make
sure you have reviewed the items in your cart carefully. Once
you have submitted this crder, you CANNOT cancel the

order,

Cancel
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Yo are logged in as Harry Potter (harry.potter@csu.fullerton.edu)

[Log Out]

10. Read the important
information at the top of the
screen: this tells you where to
pick up your installation DVD!

Purchase A\ IMPORTANT INFORMATION FOR STUDENTS

License
« Student needs to go to TitanCard located on the first floor of the Pollak Library (next to the

Circulation desk) to pick up a free 30-day trial DVD (unlockable with the purchased software license
Place Order key)

View Cart &

« Please make sure your computer meets the minimum hardware requirements to install and run the
View software. For more information, please refer to http://www.fullerton.edu/it/students.
Purchased + You assume full responsibility for resolving any problems that may e if you choose to install and
License run the software on your personal computer.

Save the License Serial
Number! You will need this when
you install Office 2010.

ViEw PURCHASED SOFTWARE LICENSE
Your previous order history is displayed below.

Order Date: 09/13/2013 11:06 AM Order #: 14963 Status: Completed / Payment | Total Net Amount: $0.00

Product Name Total Net Price ($) License Serial Number Distributor

Microsoft Office Professional Plus 2010 $0.00 CINDWSRRBVAPAIWVIBPMSRW lectronic Store

2 pick up the installation DVD from TitanCard

Go to TitanCard on the first floor of the Pollak Library South near the Library Circulation desk to
pick up your Office 2010 installation DVD.

Wait...this is a 30 day trial of Office!
That’s okay. You have your License Serial Number, right? That’s what you’ll use to unlock the full
version of Office 2010 when you install it.

But I already have a trial of Office 2010 installed on my computer!
Okay. Check your version of Office 2010. Is it Microsoft Office 2010 Professional Edition?

Yes! | have Office 2010 Professional Edition.

Great! You can simply start up one of the Office programs (i.e. Word) on your computer.
You should be given the opportunity to enter a serial number. Enter the License Serial
Number you obtained in step 1 and you’re good to go!

No. I have Office 2010 Home Edition or Student Edition.

The License Serial Number that CSUF gave you is only good for Office 2010 Professional
Edition. Please uninstall your version of Office 2010, get the Office 2010 Professional Edition
DVD from TitanCard, and continue following the steps below.
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3 remove old version of Office from your computer

If you have an older version of Office on your computer/laptop (i.e. Office 2007 or Office 2003,

etc.) you need to remove it before installing Office 2010. This will help avoid potential clashes
between the two versions. Screenshots for these steps were taken with Windows 7, but the steps
are generally the same for Windows XP and Windows 8.

What if these instructions don’t work for me?
Visit Microsoft’s website: http://windows.microsoft.com/en-us/windows/uninstall-change-program

to get specific step-by-step instructions for your Operating System.

Steps

Images

1. Open the Control Panel.

GEEEL portal.fullerton.edu |

Potter, Harry
Documents
Pictures
Music

Computer

|'}" Adobe Acrobat X Pro
Control Panel

@ Google Chrome
Devices and Printers

@ Adobe Captivate 6 (32 Bit) )
Default Programs

@ Pandora Help and Support

@ Spybot-580D Start Center 4

> AllPrograms

| Search programs and files
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GC @ » Control Panel » v |y
File Edit View Tools Help
Adjust your computer’s settings
System and Security User Accounts

2. In the Programs menu, select
Uninstall a program.

Review your computer's status
Back up your computer
Find and fix problems

Network and Internet
View network status and tasks
Choose homegroup and sharing options

Hardware and Sound
View devices and printers
Add a device

Programs

Uninstall a program _
Get programs

e §F&

@' Change account type

Appearance and Pg
Change the theme

Change desktop backgro|
Adjust screen resolution

Clock, Language, al
Change keyboards or oth
Change display languagg

Ease of Access
Let Windows suggest setf
Optimize visual display

3. Click on the old version of
Office. Then click Uninstall.

Uninstall or change a progra

To uninstall a program, sele

Organize *  Uninstall

MName

Iigl,-l\dicrosm"'t .MET Framework 4 Extended

m the list and then click Uninstall, Change, or Repair.

ange

-

Publisher

Microsoft Corporation

5,4 Microsoft Office Professional Plus 2007 I

Microsoft Corporation

3 Microsoft Office Project Professional 2003
E} Microsoft Office Visio Professional 2003
53 Microsoft Project Professional 2010

w Microsoft Silverlight
& Microsoft SkyDrive

5 Microsoft SQL Server 2008 Native Client

Microsoft Corporation
Microsoft Corporation
Microsoft Corporation
Microsoft Corporation
Microsoft Corporation
Microsoft Corporation

Installed On  Size

11/6/2011 51.9 MB
9/13/2013

9/13/2013 343 MB
9/13/2013 380 MB
10/15/2012

7/11/2013 126 MB
8/26/2013 26.6 MB
6/28/2012 2,66 MB

4. Click Yes to continue the
uninstallation.

F

Setup

Are you sure you want to remove Microsoft Office Professional Plus 2007 from

your computer?

No |

ﬁ[ Yes l[
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5. Click Close when the
uninstallation wizard is
finished.

L30ffice

Microsoft Office Professional Plus 2007 has been successfully uninstalled.

6. You will need to restart your
computer to complete the
uninstallation. Click Yes to
restart now.

You can click No if you
need to save any open
documents, etc. However, you
MUST restart before installing
Office 2010.

CHE )

In order to complete setup, a system reboot is necessary, Would you like to
reboot now?

-ql ves || Ne
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4 put the installation DVD in your computer & follow

the installation wizard instructions

It's time! Put the Office 2010 installation DVD in your computer. The installation wizard will

automatically start up. Get your License Serial Number ready and follow the instructions to

install Office 2010. Screenshots for these steps were taken with Windows 7, but the steps are

generally the same for Windows XP and Windows 8.

OMG 1 can’t find my License Serial Number!

Don’t panic! First, check your student email account. You should have received an email with the

license serial number when you placed the order.

I think I deleted that email!

Okay. Go to https://apps.fullerton.edu/E-Licensing and select Students. Log on with your Portal

username and password. Click View Purchased License on the left. Voila! There are all of the

serial numbers for software that you purchased through CSUF.

Steps

Images

1. Insert the Microsoft Office
2010 DVD in your computer.

#| .. <« DVD RW Drive ...

v English_Office_Professional_Plus_2010_W32_x17-75238

. . ) Tools  Help
The installation wizard should ,
i A Burn to disc
come up automatically, but if —
not you can go to the DVD ¢ Favorites Mame
drive on your computer and Bl Desktop 4 Files Currently on the Disc (1)
double click the file on the

DVD. ¢ Dropbox

[
1= Recent Places

ﬂ English_Office_Professional_Plus_2010_W32_X17-75238

2. If you see a message
indicating that files are being D

extracted, just wait. The
—

Microsoft Office Professional Plus 2010 5

installer will begin in a few

mintes.
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3. Enter the License Serial
Number that you received

when you ordered Office 2010.

This is your product key.

Then click Continue.

Can’t find your License
Serial Number? See the tips at
the top of section 4.

= -
|, Microsoft Office Professional Plus 2010 E

? Enter your Product Key ©

Need to find your Product Key?

Your Product Key is 25 characters and is typically found in your
product packaging. If you cannot find your Product Key, click
the "Learn more about Product Keys and see examples” link.

Learn more about Product Keys and see examples

B A i BB VRS MRSy e

Attempt to automatically activate my product online.  Privacy Statement

4. Read the Microsoft Software
License Terms.

Place a check mark next to 1
accept the terms of this
agreement.

Then click Continue.

'S - B
|, Microsoft Office Professional Plus 2010 [

Read the Microsoft Software License Terms

To continue you must accept the terms of this agreement. If you do not want to accept the
Microsoft Software License Terms, close this window to cancel the installation.

MICROSOFT SOFTWARE LICENSE TERMS -
MICROSOFT OFFICE 2010 DESKTOF APPLICATION SOFTWARE K
Below are three separate sets of license terms. Only one set applies to you.

To determine which license terms apply to you check the license designation
printed either on your product key, near the preduct name on your

Certificate of Authenticity, or on the download page if you obtained your
product key online. If your designation is FPP, then the Retail License Terms
below apply to you. If your designation is OEM, then the OEM License Terms
below apply to you. If your designation is Product Key Card or PKC, then the
Product Key Card License Terms below apply to you.

If you need assistance finding your license type, please go to:
www.microsoft.com/office/eula to determine which license you have.

1. RETAIL LICENSE TERMS.

These license terms are an agreement between Microsoft Corporation {or
based on where you live, one of its affiliates) and you. Please read them.

They apply to the software named above, which includes the media on which -

I accept the terms of this agreement . -
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| . Microsoft Office Professional Plus 20 ) E

. °
@%, Choose the installation you want

Please choose your preferred type of Microsoft Office Professional Plus 2010
installation below.

q Install Now |
Click Customize if you
want to specify which Office
program(s) you want to install.

5. Click Install Now.

|, Microsoft Office Professional Plus 20 : E

EED Installation Progress

6. Be patient! The installation

process can take a long time.
|

Installing Microsoft Office Professional Plus 2010...
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(|, Microsoft Office Professional Plus 20 E

I Ar * Microsoft® a
=a.0ffice

Thank you for installing Microsoft Office Professional Plus 2010. To use an Office
program, open the Start menu, find the Microsoft Office folder, and click the program

7. You're done! icon.
Click Continue Online to view Complete your Office experience
tutorials or get updates. » Store and share your documents online

= Get free product updates, help, and training

Or click Close to exit the
installer.

Continue Online

5 update Office when you’re done

It's likely that there are some security and bug fix updates for your Office installation. It is
recommended that you check for Office updates before you start using Office 2010 applications.

How do | update Office 2010?

When you run Windows Update, it will now check for Office updates as well. Open your Control
Panel and go to Windows Update. There may be several updates, so be patient as your system
installs them. Some updates may require you to restart your computer.

Once your computer has installed your Office updates, you're done! Start using your Office 2010
applications.

Need More Help?

ﬂmmmmmwwm Visit the Student Genius Corner in the Pollak Library North basement

FULLERTON inside Titan Lab (PLN-030). View their website for their hours:

INFORMATION TECHNOLOGY  http://www.fullerton.edu/sgc

Contact the IT Help Desk at 657-278-7777 or helpdesk@fullerton.edu.
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