
Using Office 365 (Mac) 

JCC’s technical requirements are based off Microsoft operating systems and products. If you are using a Mac, please 

note that your instructors cannot and will not convert iWork program files to their MS Office counterparts. Access to 

Microsoft Office 365 is included with your student email. Please see the below directions for accessing MS Word with a 

Mac computer. 

Option One: Use the Office 365 Word Web App 

1.       Visit www.office.com. It will look like this: 

 

2.       Click the “Sign in” button in the middle, or the “Sign in” link in the upper right. The next page should look like this: 

 

3.       Enter your full JCC email and click “Next”.  The next page should look like this: 



 

4.       Enter your password, then click the “Sign in” button. You may see this message if the log-in is successful: 

 

5.       You can say “Yes” or “No” if it’s your personal computer. Say “No” if it’s a public computer. You should now see a page 

with a row of color icons on the left side and this navigation bar at the top: 

 

6.       If so, then your log-in to Office 365 has been successful! You may now access the Office 365 software suite by 

selecting from the icons on the left side of the screen. 

7.       Click the Word icon in the app ribbon:  

8.       You will have to upload any .doc/.docx files you want to edit. The upload button is located beside the filter bar: 



 

Option Two: Download the Desktop Office 365 Apps for Mac 

1.       Visit www.office.com. It will look like this: 

 

2.       Click the “Sign in” button in the middle, or the “Sign in” link in the upper right. The next page should look like this: 

 

3.       Enter your full JCC email and click “Next”.  The next page should look like this: 



 

4.       Enter your password, then click the “Sign in” button. You may see this message if the log-in is successful: 

 

5.      You can say “Yes” or “No” if it’s your personal computer. Say “No” if it’s a public computer. You should now see a page 

with a row of color icons on the left side and an “Install Office” button on the upper-right. Click the “Install Office” 

button. 

 

6.       Click the “Office 365 apps” option from the drop-down list that appears. 



 

7.       Once the download has completed, open Finder, go to Downloads, and double-click Microsoft Office installer.pkg file 

(the name might vary slightly). 

 

8.       Tip: If you see an error that says the Microsoft Office installer.pkg can't be opened because it is from an unidentified 

developer, wait 10 seconds and move the downloaded file to your desktop. Hold Control + click the file to launch the 

installer. 

9.       On the first installation screen, select Continue to begin the installation process. 

 



10.   Review the software license agreement, and then click Continue. 

11.   Select Agree to agree to the terms of the software license agreement. 

12.   Choose how you want to install Office and click Continue. 

13.   Review the disk space requirements or change your install location, and then click Install. 

14.   Note: If you want to only install specific Office apps and not the entire suite, click the Customize button and uncheck 

the programs you don't want. 

15.   Enter your Mac login password, if prompted, and then click Install Software. (This is the password that you use to log 

in to your Mac.) 

 

16.   The software begins to install. Click Close when the installation is finished. If Office installation fails, see What to try if 

you can't install or activate Office for Mac. 



 

17.   Launch an Office for Mac app and start the activation process 

18.   Click the Launchpad icon in the Dock to display all of your apps:  

19.   Click the Microsoft Word icon in the Launchpad. 

 

20.   The What's New window open s automatically when you launch Word. Click Get Started to start activating. 



 

21.   On the Sign in to activate Office screen, select Sign in. Note: If you weren't prompted to sign in, open a blank file and 

go to File > New from template > Sign in. 



 

22.   Enter your JCC email and click “Next” 

 

23.   Enter your JCC password and click “Sign In” 



 

24.   Wait a moment for it to Activate, and then you should see a green check and a “You’re all set!” message. 

 

 


