SOP: How to Install and Activate Microsoft

Office on macOS

Step 1: Go to the CIC Repository Download Page

1. Open any web browser (Safari, Chrome, etc.).

2. Go to the CIC repo page:

* http://swrepo.iitkgp.ac.in/Microsoft/Office/

‘ Firefox File Edit View History Bookmarks Profiles Tools Window Help
[ ] (5] | Index of Microsoft/Office x  +
I < C O &Not Secure http://swrepo.iitkgp.ac.in/Microsoft/Office/
+ .
% Index of /Microsoft/Office
|
® Name Last modified Size Description
w a Parent Directory -

I} MS_Office2019.zip

' MS_Office2021.zip

[?) MS_Office2021 Mac pkg

[3 Microsoft Office 16.29.19090802_Installer.pkg
ﬁ Office_2016_Mac_Standard zip

I} Office 2019 Mac_Standard zip
[?) Office_Deployment_Tools_2019_-3 MLF_X22-09817.EXE

@ SWDVD5_Office Mac_Serializer 2021 MLF_X22-74226.1SO

@ SW_DVDS5_Office_Professional Plus 2010_64Bit_English MLF X16-52545.ISO

@ SW_DVDS35_Office Professional Plus_2010_W32_English MLF_X16-52536.I1SO

@ SW_DVD5 Office Professional Plus 2013 64Bit English MLF X18-55297.1SO
SW_DVD5_Office Professional Plus 2013 W32 English MLF X18-55138.ISO
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3. Click on latest MS_Office Package

@ MS Office2021 Mac.pkg 2024-02-12 12:25 2.4G

2020-06-04 17:21 1.9G
2023-07-13 17:34 3.3M
2024-02-12 12:25 24G
2019-09-20 16:53 1.5G
2019-09-23 17:05 1.7G
2019-09-23 16:29 15G
2019-09-20 18:12 2.7M
2024-03-15 11:07 12M
2010-06-18 11:31 14M

2016-03-02 18:36 1.3G
2019-09-20 13:27 338M
2011-11-16 16:02 811M
2011-11-16 16:31 732M
2014-07-28 10:20 812M
2014-10-21 18:54 708M



http://swrepo.iitkgp.ac.in/Microsoft/Office/
http://swrepo.iitkgp.ac.in/Microsoft/Office/MS_Office2021_Mac.pkg

‘ Firefox File Edit View History Bookmarks Profiles Tools Window Help

[ 0N ) (5] | Index of Microsoft/Office X +
B < & QO & Not Secure http://swrepo.iitkgp.ac.in/Microsoft/Office/
% Index of /Microsoft/Office
@
® Name Last modified Size Description
w & Parent Directory -
ﬁ MS_Office2019.zip 2020-06-04 17:21 19G
\ ﬁ MS_Office2021.zip 2023-07-13 17:34 33M
@) MS_Office2021_Mac pke 2024-02-1212:25 24G
@ Microsoft Office 16.29.19090802_Installer.pkg 2019-09-20 16:53 1.5G
Office_2016_Mac_Standard zip 2019-09-23 17:05 1.7G
ﬁ Office 2019 Mac_Standard.zip 2019-09-23 16:29 1.5G
@ Office Deployment Tools 2019 -3 MLF X22-09817.EXE 2019-09-20 18:12 2.7M
@ SWDVD5_Office Mac_Serializer 2021 _MLF X22-74226.1SQ 2024-03-1511:07 12M
@ SW_CD_Office Communicator 2007 R2 W32 English Core MLF X15-25339 EXE 2010-06-18 11:31 14M
@ SW_CD_Office Professional Plus_2007_W32 English -2 1 PA_BP_MLF_X16-19797.I1SO 2010-06-18 11:43 507M
@ SW_DVDS5_Office_Mac_Standard 2016_MultiLang -4_.dmg MLE X20-88759.1SO 2016-03-02 18:36 1.3G
B SW_DVD5_Office Multi Lang Pack 2016 _64Bit English MLF X20-42392.ISO 2019-09-20 13:27 338M
@ SW_DVDS5_Office Professional Plus_2010_64Bit_English MLE_X16-52545.ISO 2011-11-16 16:02 811M
@ SW_DVDS5_Office Professional Plus 2010 W32 English MLF X16-52536.ISO 2011-11-16 16:31 732M
@ SW_DVD5_Office Professional Plus 2013_64Bit English MLF X18-55297.1SO 2014-07-28 10:20 812M
@ SW_DVD5_Office Professional Plus 2013 W32 English MLF X18-55138.ISO 2014-10-21 18:54 708M
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This will start downloading the Office installer file (a .pkg file) to your Downloads folder.

Step 2: Run the Installer
1. Open Finder and go to your Downloads folder.

2. Look for a file named something like:

MS_Office2021_Mac.pkg

< Downloads g8 = [ 2
Favourites Name
@ AirDro|
® i & AcrobatSCA_DC_Web_WWMUI.dmg
@ Recents & cisco_network_setup_assistant 2.dmg

A Applications cisco_network_setup_assistant 3.dmg

cisco_network_setup_assistant 4.dmg
(=) DesktdM cisco_network_setup_assistant.dmg
FortiClientVPN_7.4.3.1761_Onlinelnstaller.dmg

® MS_Office2021_Mac.pkg
i

[ Documents

Download
© ownlozds SPW.tar.gz
Locations : SPW(1).tar.gz
SPW(2).tar.gz
& iCloud Drive (2)targ

T SPW(3).tar.gz
Macintosh HD

&8 Office 20... &
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3. Double-click the file to start the installation.

Step 3: Follow the Installation Steps

1. The installer window will appear.

2. Click Continue.

& Install Microsoft 365 and Office for Mac

Welcome to the Microsoft 365 and Office for Mac Installer

You will be guided through the steps necessary to install this

® Introduction
software.

Continue

3. Read and click Continue after than Agree to accept the license terms.



« Install Microsoft 365 and Office for Mac

Software Licence Agreement

English (United Kingdom)

Introduction

® Licence Consumer Customers: To determine which one of the two separate sets of
license terms below apply to you, check the product title. This is printed
either on product packaging if you purchased the product from a physical
retail store or on the page from which you purchased the software if you
obtained the software online. If designated Office 365 subscription (e.g.,
Office 365 Home, Personal or University) then the “Supplement to
Microsoft Services Agreement — Microsoft Office 365 Consumer
Subscription Service and Software” below applies to you. If designated
Office software (e.g., Office Home & Student or Office Home & Business),
then the “Microsoft Software License Terms — Office Desktop” below
apply to you.
Enterprise Customers: If you are an Enterprise customer, the below terms
do not apply to you, and your use of the subscription service/software is
subject to the terms and conditions of the volume license agreement you
agreed to when you signed up for the subscription and by which you
acquired the license for the software. You may not use the service/
software if you have not validly acquired a license from Microsoft or its
licensed distributors. If your organization is a Microsoft customer, it has
enabled you to use certain connected services in Office 365. You may also
have access to other connected services from Microsoft, which are
covered by separate terms and privacy commitments. Learn more about

Print... Save... Go Back Continue

« Install Microsoft 365 and Office for Mac

Software Licence Agreement

' English (United Kingdom)
Introduction

® Licence Consumer Customers: To determine which one of the two separate sets of
liranca tarme halnw annlu tn vnul chack tha nraduet titla Thie ie nrinted

ical

To continue installing the software you must agree to the terms of the |

software licence agreement.

Click Agree to continue or click Disagree to cancel the installation and quit
the Installer.

Read Licence Disagree Agree

acquired the license for the software. You may not use the service/
software if you have not validly acquired a license from Microsoft or its
licensed distributors. If your organization is a Microsoft customer, it has
enabled you to use certain connected services in Office 365. You may also
have access to other connected services from Microsoft, which are
covered by separate terms and privacy commitments. Learn more about

Print... Save... Go Back Continue




4. Choose the installation location
(the default location is usually fine)
then click Continue.

‘& Install Microsoft 365 and Office for Mac

Select a Destination

Introduction How do you want to install this software?
Licence

® Destination Select "
Install for all users of this computer

| Install on a specific disk...
(& =TS

Installing this software requires 11.82 GB of space.

You have chosen to install this software for all users of
this computer.

Go Back Continue

5. Click Install.



& Install Microsoft 365 and Office for Mac

Standard Install on “Macintosh HD - Data"”

intraduction This will take 11.82 GB of space on your computer.
Licence Click Install to perform a standard installation of this software
for all users of this computer. All users of this computer will be

Destination Select .
able to use this software.

® Installation Type

Change Install Location...

Customise Go Back Install

6. When prompted, enter your Mac administrator password and click Install Software.

The installation will begin. Wait until it completes.



. Installer
Introduction

. Installer is trying to install new software.
Licence

Destination Select Enter your password to allow this.

Installation Type

@ Installation 7

L

Install Software

Cancel

Installing Microsoft 365 and Office for Mac

Introduction
Licence
Destination Select

Installation Type

Waiting for other installations to complete...

® |nstallation




After successfully install then close the prompt and keep it.

« Install Microsoft 365 and Office for Mac

The installation was completed successfully.

Introduction
Licence
Destination Select
Installation Type

Installation

Do you want to move the successful.

“Microsoft 365 and Office for alled.
Mac" Installer to the Bin?

® Summary

To keep this package in its current
location, click Keep.
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Step 4: Activate Microsoft Office

1. After installation, open any Office app (like Word, Excel, or PowerPoint).

2. Asign-in window will appear. You may skip.



| NON ) Word

Get started with Office

v Use your work, school, or personal Microsoft account information
v Create and collaborate with Word, Excel, PowerPoint, and Outlook

v Save and share documents across devices with OneDrive cloud storage

& a4 &

o ® @

Sign in or create account

Skip sign-in >

3. Then Click on Done and Start Using Word



® [ ] Word

You're all set

You're now ready to use Office.

Start Using Word

4. Then you might need to activate require to to edit.

5. For activation process you need to Mac_Serializer file. So, go to CIC repo page and
download following file.

e http://swrepo.iitkgp.ac.in/Microsoft/Office/



http://swrepo.iitkgp.ac.in/Microsoft/Office/

® o

m]

o

& © e

a

0

oY

& O e

Firefox File Edit View History Bookmarks Profiles Tools
® (5] | Index of Microsoft/Office X  +
&« C

Index of /Microsoft/Office

Name

Window  Help

O & Not Secure http://swrepo.iitkgp.ac.in/Microsoft/Office/

Last modified Size Description

& Parent Directory

¥ MS_Office2019.zip

I MS_Office2021.zip

[?) MS_Office2021_Mac pkeg

@ Microsoft Office 16.29.19090802_Installer.pkg
Office_2016_Mac_Standard.zip

W Office 2019 Mac_Standard zip

@ Office_Deployment Tools_2019 -3 MLF_X22-09817 EXE
@ SWDVD5_Office Mac_Serializer 2021 MLF_X22-74226.1S0O

W_DVDS5_Office_Mac_Standard 2016_MultiLang -4_.dmg MLF_X20-88759.1SO

@ SW_DVDS5_Office_Professional Plus 2010_64Bit_English MLF_X16-52545.I1SO

@ SW_DVD5_Office Professional Plus 2010 W32 English MLF X16-52536.ISO
@ SW_DVD5_Office Professional Plus 2013 _64Bit English MLF X18-55297.1SO

Office_Professional Plus 2013 W32 English MLF X18-55138.1SO

6. Click on latest Mac Serializer package to download.

Firefox File Edit View History Bookmarks Profiles Tools
[ ] (5] | Index of Microsoft/Office x | +
€« C

Index of /Microsoft/Office

Name

Window Help

O & Not Secure http://swrepo.iitkgp.ac.in/Microsoft/Office/

2020-06-04 17:21 1.9G
2023-07-13 17:34 3.3M
2024-02-12 12:25 24G
2019-09-20 16:53 1.5G
2019-09-23 17:05 1.7G
2019-09-23 16:29 1.5G
2019-09-20 18:12 2.7M
2024-03-1511:07 12M
2010-06-18 11:31 14M

SW_CD_Office_Professional Plus_2007_W32_ English -2 1 PA_BP MLF_X16-19797 1SO 2010-06-18 11:43 507M

[?s
[?s

2016-03-02 18:36 1.3G
2019-09-20 13:27 338M
2011-11-16 16:02 811M
2011-11-16 16:31 732M
2014-07-28 10:20 812M
2014-10-21 18:54 708M

Last modified Size Description

9 Parent Directory
I MS_Office2019.zip
i1 MS_Office2021.2ip
MS_Office2021 Mac.pkg
@ Microsoft Office_16.29.19090802_Installer.pkg
f'} Office 2016 Mac_Standard.zip
I} Office 2019 Mac_Standard zip

SWDVD5_Office_Mac_Serializer 2021 MLF_X22-74226.1SO

2020-06-04 17:21 1.9G
2023-07-13 17:34 3.3M
2024-02-12 12:25 24G
2019-09-20 16:53 1.5G
2019-09-23 17:05 1.7G
2019-09-23 16:29 1.5G
2019-09-20 18:12 2.7M
2024-03-1511:07 12M
2010-06-18 11:31 14M

@ SW_CD_Office_Professional Plus_2007_W32_ English -2 1 _PA_BP MLF_X16-19797.1SO 2010-06-18 11:43 507M

@ SW_DVDS5_ Office Professional Plus 2010 _64Bit English MLF X16-52545.1SO
@ SW_DVD5_Office Professional Plus 2010_W32 English MLF X16-52536.1S0

@ SW_DVDS5_Office_Professional Plus 2013_64Bit English MLF_X18-55297.1SO

@ SW_DVDS5_Office Professional Plus 2013 W32 English MLF X18-55138.ISO

. e A it

2016-03-02 18:36 1.3G
2019-09-20 13:27 338M
2011-11-16 16:02 811M
2011-11-16 16:31 732M
2014-07-28 10:20 812M
2014-10-21 18:54 708M

7. After downloaded open Finder and go to your Downloads folder.

Look for a file named something like:

SWDVD5_0ffice_Mac_Serializer_2021 MLF_X22-74226.1IS0


http://swrepo.iitkgp.ac.in/Microsoft/Office/SWDVD5_Office_Mac_Serializer_2021_MLF_X22-74226.ISO

14 Downloads e

ii
=

Favourites Name

® AirDrop

AcrobatSCA_DC_Web_WWMUI.dmg
cisco_network_setup_assistant 2.dmg
cisco_network_setup_assistant 3.dmg
cisco_network_setup_assistant 4.dmg
cisco_network_setup_assistant.dmg
FortiClientVPN_7.4.3.1761_Onlinelnstaller.dmg
‘& MS_Office2021_Mac.pkg

I SPW.tar.gz

I SPwW(1).tar.gz

I SPW(2).tar.gz

I SPW(3).tar.gz

B swDVD5_Office_Mac_Serializer_2021_MLF_X22-74226.1SO

@ Recents

A Applications

[=] Desktop

[ Documents

@® Downloads

Locations

& iCloud Drive
Macintosh HD
& Office 20... &
Tags

® Red

® Orange

Yellow

& Nraan

8. Right click on it and then click open with and then click on DiskimageMounter (default)

< Downloads g8 = O = E- M O ©-~ Q
Favourites Name
@ AirDro|
® P AcrobatSCA_DC_Web_WWMUI.dmg
@ Recents cisco_network_setup_assistant 2.dmg

cisco_network_setup_assistant 3.dmg
cisco_network_setup_assistant 4.dmg
cisco_network_setup_assistant.dmg
FortiClientVPN_7.4.3.1761_Onlinelnstaller.dmg
MS_Office2021_Mac.pkg

4 Applications
= Desktop

[ Documents

R 1 Rl AT RN AT T

@ Downloads SPWitar.gz
Locntions SPW:1)}.tar.gZ
SPW(2).tar.gz
iCloud Dri
S SRR SPW(3).targz
& Macintosh HD (T8 SWDVD5_Office_Mac_Serig o y |
pen e R R I
8 Office 20... & Open With b3l B DiskimageMounter (default)
Tags Move to Bin App Store...
® Red Other...
Get Info
@ rarge Rename
Yellow Compress "SWDVD5_0ffice_Mac_Serializer_2021_MLF_X22-74226.1S0"
® Creen Duplicate
Make Alias
® Blue
Quick Look
@® Purple
Copy
® G
= Share...
@ All Tags...
( NONON N N N ]
Tags...
Quick Actions >

9. After mounting click on Office 2021 drive and then you will see the Serializer package.



< Office 2021

Favourites Name

el @ Microsoft_Office_LTSC_2021_VL_Serializer.pkg
@ Recents

A Applications

= Desktop

[% Documents

® Downloads

Locations

< iCloud Drive
Macintosh HD

Office 20... &

Tags
@® Red

10. Then right click on the package and open it.

Favourites Name
@ AirDro|
B F = Microsoft_Office_LTJSNES y |
@ Recents B
Open With >
4 Applications
Get Info
(= Desktop
Compress "Microsoft_Office_LTSC_2021_VL_Serializer.pkg"
(5 Documents Make Alias
@ Downloads Quick Look
Locations Copy
¢ iCloud Drive Share...
Macintosh HD @ D O® @
& Office 20... &
Tags Quick Actions >
® Red
® Orange
Yellow

11. Click Continue



& Install Microsoft Office 2021 Volume License Serializer

Welcome to the Microsoft Office 2021 Volume License Serializer Installer

You will be guided through the steps necessary to install this

® Introduction
software.

Continue

12. Read and click Continue after than Agree to accept the license terms.

& Install Microsoft Office 2021 Volume License Serializer

Software Licence Agreement

) English (United Kingdom)
Introduction

® Licence PLEASE NOTE: Your use of this software is subject to the terms and
conditions of the license agreement by which you acquired this software. For
instance, if you are:

- a volume license customer, use of this software is subject to your volume
license agreement.
- a MSDN customer, use of this software is subject to the MSDN agreement.

You may not use this software if you have not validly acquired a license for the
software from Microsoft or its licensed distributors.

If your organization is a Microsoft customer, it has enabled you to use certain
connected services in Office 365. You may also have access to other
connected services from Microsoft, which are covered by separate terms and
privacy commitments. Learn more about Microsoft’s other connected services
at https://support.office.com/article/92c234f1-dc91-4dc1-925d-6c90fc3816d8

Go Back Continue




« Install Microsoft Office 2021 Volume License Serializer

Software Licence Agreement
English (United Kingdom)
Introduction

@ Licence PLEASE NOTE: Your use of this software is subject to the terms and

~f tha L ~ Ant hasashink wan ansuirad thin anfhunarg For

To continue installing the software you must agree to the terms of the
software licence agreement.

Click Agree to continue or click Disagree to cancel the installation and quit
the Installer.

Read Licence Disagree Agree

and
Privacy COmmiuments: Learr more anout IVICrosSoTtS OUer CONnNeciea services
at https://support.office.com/article/92c234f1-dc91-4dc1-925d-6¢90fc3816d8

Go Back Continue

13. Choose the installation location
(the default location is usually fine)
then click Continue.



& Install Microsoft Office 2021 Volume License Serializer

Select a Destination

Introduction How do you want to install this software?

Licence

® Destination Select .
. Install for all users of this computer

“ ! Install on a specific disk...
(& =T

Installing this software requires 31.7 MB of space.

You have chosen to install this software for all users of
this computer.

Go Back Continue

14. Click Install.



‘& Install Microsoft Office 2021 Volume License Serializer

Standard Install on “Macintosh HD - Data"

Introdiction This will take 31.7 MB of space on your computer.
Licence Click Install to perform a standard installation of this software
for all users of this computer. All users of this computer will be

Destination Select
able to use this software.

@® |Installation Type

Change Install Location...

Go Back Install

15. When prompted, enter your Mac administrator password and click Install Software.

The installation will begin. Wait until it completes.



M

tense Serializer

. Installer
Introduction

. Installer is trying to install new software.
Licence

Destination Select Enter your password to allow this.

Installation Type cic

Install Software

Cancel

® |Installation

Installing Microsoft Office 2021 Volume License Serializer

Introduction
Licence
Destination Select
Installation Type

Running package scripts...
® |Installation

16. After successfully install then close the prompt and keep it.



The installation was completed successfully.

Introduction
Licence
Destination Select
Installation Type

Installation

The installation was successful.

® Summary
The software was installed.

« Install Microsoft Office 2021 Volume License Serializer

The installation was completed successfully.

Introduction

Licence —
Destination Select | E

|
Installation Type ==

Installation

Do you want to move the successful.
® Summary “Microsoft Office 2021 Volume ‘
License Serializer” Installer to

alled.

the Bin?

To keep this package and disk image in
its current location, click Keep.

17. Then restart your Macbook to effect the funtionality.



@ Finder File Edit View Go Window Help

About This Mac

System Settings...
- App Store

Recent ltems

Force Quit Finder XOHD

Sleep
Restart...
Shut Down...

Lock Screen
Log Out cic...

18. After reboot, open any Office app (like Word, Excel, or PowerPoint).
19. Now you will see it’s activated. You can edit and save the file.
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Install and activate Microsoft Ofﬁce on MacOS
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