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Microsoft Office365 for Students 
 
Dear STADIO Student 
 
We have put together an overview of all the features of Microsoft Office365, which you now have free 
access to as a STADIO student. Please note that most of the apps included in Office365 are for your 
personal use, and are not used in the teaching and learning process at STADIO. STADIO can therefore 
not provide support for these apps, and we will only support apps that we use on campus.  
 
What is Office365? 
Office365 is the world’s most popular suite of applications that are used in businesses, schools and 
homes.  Office365 is cloud-based (the applications do not run on your computer, but rather in the 
cloud), but you can download some applications. Once you have downloaded an application, you do 
not have to be connected to the internet to access and save your files.  
 
What applications are included in my Office365? 
Your Office365 suite includes the following applications: 
 

Application Description Can I download it? 

 

Microsoft Word is a word processing 
application that has been around since 1983, 
making it one of Microsoft oldest application 
still in use today. Its intuitive design makes it 
easy to use by almost anyone. 

Yes 

 

Microsoft Excel is a spreadsheet application 
used by many across various industries. It 
can perform a variety of calculations, 
produce charts and graphs, and process 
data. 

Yes 

 

Microsoft PowerPoint is a tool to create slides 
for your presentations. PowerPoint is often 
used by teachers and trainers to provide an 
illustrative backdrop during lessons. 

Yes 

 

Microsoft Outlook is an email application that 
features a calendar for scheduling meetings, 
a to-do list, and many other features.  

Yes 

 

Microsoft OneNote is a feature-rich note-
taking application that keeps your notes, 
plans, and thoughts all in one place. You can 
type or hand write notes, record voice notes, 
embed links, images, audio and video clips.  

Yes 
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Application Description Can I download it? 

 

Microsoft Teams is a feature-rich and secure 
collaboration and communication application. 
It supports instant message/chat, audio calls, 
video conferencing, and collaboration 
features. Other features include the ability to 
host meetings with thousands of participants, 
record your meetings, and to share your 
screen for when you are hosting a training 
session.  

Yes 

 
Publisher 

Microsoft Publisher enables you to create 
professional looking materials like 
letterheads, business cards, brochures, 
multi-column newsletters, multi-page 
manuals, calendars, labels, wide banners, 
oversized posters, greeting cards, and more.  

Yes, Publisher is not 
available as a cloud 

application. You must 
download Publisher if you 

want to use it. 

 

Microsoft OneDrive is a secure cloud-based 
storage place for your files. You will have 
1TB of storage as part of your STADIO 
Office365 license.  

Yes, you can download the 
interface, but files remain in 

the cloud. 

 
Access 

Microsoft Access is an application used to 
create databases to store and manage your 
data. It provides you with tools to create data 
tables, queries, forms (objects that provides 
a graphical interface for our users to view 
and edit data), and reports.  

Yes, Access is not available 
as a cloud application. You 
must download Access if 

you want to use it. 

 
Skype for 
Business 

Skype is a communication and collaboration 
tool. Use it to chat with or make audio calls 
to friends, set up group call and share your 
screen when hosting a presentation to a 
group of participants, or even make and 
receive video calls. Skype for Business will 
be made obsolete at the end of July 2021.  

Yes, Skype for Business is 
not available as a cloud 
application. You must 
download Skype for 

Business if you want to use 
it. 

 

Microsoft Calendar is the stand-alone 
version of the app that is integrated into 
Microsoft Outlook.  

No 

 

Microsoft Delve is a graphical tool to deliver 
personalised content to you from across 
your Microsoft 365 environment. Content 
can include recent documents you worked 
on, and other content you have permission 
to see.  

No 

 

Microsoft Dynamics 365 is a collection of 
intelligent business software platform 
primary for customer relationship 
management (CRM) and ERP (enterprise 
resource planning).  

No, and not activated 

 

Microsoft Forms is a web-based application 
that allows you to create forms to collect 
data and feedback from users. This includes 
surveys, questionnaires and polls. 

No 
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Application Description Can I download it? 

 

Microsoft Kaizala is a secure communication 
and collaboration mobile chat app 
for Android, iOS, and Windows smart 
phones. 

No 

 

Microsoft Lists helps you track information 
and organise work. Lists are simple, smart, 
and flexible, so you can stay on top of what 
matters most to you and your team.  

No 

 

Microsoft People is where information of 
your personal and business contacts is 
stored. It is the stand-alone version of the 
app that is integrated into Microsoft Outlook. 

No 

 

Microsoft Planner is a task or project 
management application for you and your 
teams. Each team member can create, 
share, and work on tasks together.  

No 

 

Microsoft Power Apps is a collection of tools 
to help you build customized web-based and 
mobile apps. Its biggest benefits are 
automation and workflow.  

No 

 

Microsoft Power Automate is a cloud-based 
tool to help you develop workflows to 
automate tasks and processes. It's a useful 
tool to help bring automation to repetitive 
tasks.  

No 

 

Microsoft Project is a powerful and popular 
tool to plan and manage projects. No 

 

Microsoft SharePoint is a cloud-based 
application used to share and manage 
information and collaborate with others 
within your organisation.  

No 

 

Microsoft Stream is an application that 
enables you to upload, organise, and share 
video content. It's a secure video streaming 
service to share presentations, training 
videos, and other videos to share and 
collaborate with your team.  

No 

 

Microsoft Sway enables you to easily create 
and share visually stunning and interactive 
documents such as newsletters, brochures, 
memories, and presentations. It supports 
photos and videos and includes pre-built 
design templates you can select from to 
create high-impact presentations.  

No 

 

Microsoft To Do is the stand-alone version of 
the task management app that is integrated 
into Microsoft Outlook.  

No 
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Application Description Can I download it? 

 

Microsoft Whiteboard allows you to write 
ideas on a digital canvas. With built-in 
collaboration features, you and your team 
can work together, whether in the same 
room or from multiple remote locations.  

No 

 

Microsoft Yammer is private enterprise 
social networking application. Like other 
social media platforms, you create groups 
based on a particular interest and project, 
invite people from within your university or 
outside to join, and then collaborate and 
converse with each other.  

No 

 
How long does my Office365 license last? 
Your license will last for the duration of your studies with STADIO. This means that once you leave 
STADIO (either through leaving early or by graduating), your license will come to an end. You will 
then have to move to a self-funded version of Office365, or reinstall your previous version of Office 
(if you had one).  
 
How do I download the Office365 suite? 
As you can see from the table above, you can download Word, Excel, PowerPoint, Outlook, Publisher, 
OneNote, Access, OneDrive, and Skype for Business.  However, keep the following in mind: 
 
• Skype has been discontinued (we rather use Teams), so it is not recommended that you use Skype 

at the moment.  
• You can download the Office365 suite to 5 computers, smartphones or tablets. For smartphones, 

you can simply install the Office365 apps from the various app stores.  
• You need at least 3GB of space on a device for the full suite to operate.  
• If you use the download option, all 9 apps will download and install.  

 
Follow the steps below to download and install the identified Office365 apps to your computer.  
 
1. On your Office365 home page, you will see an Install Office button. Click on the down arrow.  
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2. Choose the first option (Office365 apps). 
 

 
 
3. An Office365 install file will now download to your computer. It is named OfficeSetup.exe and will 

be in your Downloads folder or in whichever folder you have set as your default folder where all 
downloads are saved. Find this file and double-click on it. If you are using Google Chrome as your 
browser, you can simply click on the file that appears on the bottom left-hand side of your browser 
screen.  
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4. Office365 will now start installing on your computer. Please note that if you have a previous 
version of Office installed, you may have to first remove the older version before you can install 
Office365. Please remember to keep the activation codes of the previous version of Office, should 
you one day want to reuse the previous version.  

 

  
 

5. Once Office365 is installed on your device, you will see the screen below. Click on the Close 
button.  
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6. Now go to your computer’s start menu. You will see all the new Office365 apps in the menu. In 
Widows 10, it will display as shown below. 

 

 
 
7. The first time you open any of the newly installed apps, you will see the screen below. You now 

have to active your downloaded apps, so click on the Continue button.  
 

 
 
8. Your new email address will automatically appear under Activate Office, so click on the Next 

button.  
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9. Enter your password and click on the Sign in button. 

 
10. You will now be asked if you want to stay signed in to all your apps. Most people prefer to stay 

signed in to all apps (Word, Excel, PowerPoint, Outlook) – otherwise you have to sign in every time 
you use one of these apps. Keep the selection Allow my organization to manage my device. This 
merely indicates to us that your device is a trusted device, and we will not have access to any of 
your data if you keep this selected. Click on the OK button.  

 

 
 

11. Your Office365 set-up on your device is now complete. Click on the Done button. 
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12. You now have to accept the Microsoft license agreement. Please read the user agreement, and 
click Accept to continue.  

 

 
 

13. You are nearly done! Please read the privacy policy. If you want to change any of the privacy 
settings, click on the link provided. Then click on the Close button.  

 

 
 
14. If you have any problems logging in to Office365, please contact your campus IT support person, 

as follows: 
 

• Randburg and Hatfield campuses: Marius Burger at MariusB@stadio.ac.za. 
• Bellville and Centurion campuses: Rick Webb at RickW@stadio.ac.za.  
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