Step 1:

e For Office 365, if you go to the top right of the OntheHub download page (let me know if
this link doesn’t work for you) you should see a button that says “Sign In,” which will
redirect you to your CWL login page.

® Once you’ve logged in, it will bring you back to the original page, except now your first
name appears where the “Sign In” button used to be. If you click it, there should be the
option to see "Your Account/Orders." Click that.

e Once there, navigate to the "Subscriptions" tab (I've attached an image for your
reference). You should see the Office 365 that you purchased. Click “View Invoice.”

Orders & Downloads Subscriptions Account Information Eligibility

Subscriptions

Office 365 ProPlus Benefit Students z=em

Office 365 Order Date: 2019-09-17 View Invoice
Expiry Date: 2020-09-17
Payment Method: None

Education
+

——
Instructions - Get Office 365 - Student Advantage
To install Office, click Get Office 365 and sign in with the User ID and password shown on your order receipt. Click

here to view a video demonstration (available in English only).

Step 2:
e Once you're viewing your invoice, click the “details” button at the top left.

ltems

View details to retrieve your order items.

Amount
Microsoft Windows 10 Education (Multilanguage) - Download - Product Key Free
Expired 20191012
Basic Access Guarantee (1 month) - Included
Office 365 ProPlus Benefit Students - Subscription Free
e e Messages:
Educatior
+ * Kivuto ELMS for Student Advantage Terms of Use
Agreement Number: Managed Service
Subtotal: Free

Taxes: -
Total: Free


https://e5.onthehub.com/WebStore/Welcome.aspx?ws=4f259259-10e4-de11-a13b-0030487d8897&vsro=8

Step 3:

e Next, you want to click on “Go to Office 365.”

e It will ask you to log into your Microsoft 365 account. Use the username that they provide
(P've hidden mine here in a pink-brown colour, but it will probably be
[yourCWLusername@ubc365.onmicrosoft.com]), and the password that you set up
during your purchase.

Microsoft Office 365

Office 365 ProPlus Benefit Students - Subscription

Office 365
Educatior When prompted to sign in, enter the username below for your existing account and the password you chose previously.
+

Username: A
Go to Office 365

Install Office 365

Your subscription is good until: 2020-09-18

s Instustions...Ger Qffice.305..Siudent. Advaniage, «

Step 4: Once you're in your Office 365 portal, go to the top right and access “My account.”

Office 365
X
Office 365  All apps Add-Ins = My account
Minori=
i Project My account
Develop project plans, assign tasks, track progress, and mana... Sign out

All apps

Add-Ins Project


mailto:yourCWLusername@ubc365.onmicrosoft.com

Step 5: On the left ribbon, there should be an option for “Office apps.” Click that.

My Account

‘ A Overview
£ Security info

O Devices Security info

ﬁ Password M|n0r|— p/

£0% Settings & Privacy security info up to date,

Keep your verification methods and

SET UP SELF-SERVICE PASSWORD

A My sign-ins
Why can't I edit?D RESET
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B Subscriptions 7
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Step 6: It should redirect you to the following screen, which will allow you to download Office
365, at last!

U B C My account

Apps & devices

My account

Office G EEPREEFLOD a
Language © Version .
[English (United States) v | [ 64-bit v

DEVICES

Personal info

Subscriptions

Security & privacy

App permissions

D Get Office on your phone or tablet
iI0S | Android | Windows
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Apps & devices

Tools & add-ins




