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Installing Office 365 from Portal.Office.com 
 

Amid ongoing concerns, the MTA’s priority is to provide continued support to all its MTA business partners. 
Many of you require Office 365 Suite (O365) to do most of your work.  MTA IT strongly recommends you use 
Office 365 as your best option to work remotely.  

Office 365 will allow you to have web-based access to Office productivity tools, including (Outlook) Email, 
Word, Excel, PowerPoint, and OneDrive across multiple devices. 

 

First Steps 

1. You can access O365 by logging into portal.office.com. with your MTA credentials. You may receive a second 
prompt requiring you to enter your login credentials (the same as you use to log into your computer) 
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2. From the Office 365 home page, click the “Install Office” button in the upper right side of your screen. 

 

 

3. Select Office 365 apps to begin the installation. 

 

4. A dialog box will open to allow you to download the MS Office 365 downloader program. Click “Save file” to 
download. Make a note of where you save the file.  
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You can also run the file immediately. 
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Install Office 

5. Run the Office installer. If you see the User Account Control prompt that says, “Do you want to allow this 
app to make changes to your device?” select “Yes”. 

 

 

6. The installation begins. 
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7. Your install is finished when you see the phrase, "You're all set! Office is installed now" and an animation 
plays to show you where to find Office applications on your computer. Select Close. 

 

 

Activate Office 

8. To open an Office app, select the Start button (lower-left corner of your screen) and type the name of an 
Office app, like Word. Click the app name to open it. 
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9. When the Office app opens, accept the license agreement. Office is activated and ready to use. 

 

 
 

 
 

Enter your MTA login credentials. 
 

 
 

If you are using an MTA-owned laptop, check “Allow my organization to manage my device” 
and click the “Yes” button. 
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Select “Done” to complete the installation. 
 

   
 

Click “Accept” to accept the license agreement. 
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If there’s trouble 

The Activation Wizard appears if Office has trouble activating. Complete the steps in the wizard to finish activating 
Office. 

 
 


