[ am a UH Faculty/Staff member and I would like a copy
of Microsoft Office 2010. Where can I get a copy? How
can I install it? How can I activate it?

Software Information:

UH Faculty & Staff members can obtain a copy of Office 2010 at no cost, via digital

download. Please visit http://software.uh.edu/ to download the software package of

choice. Departments can also have a CD burned on the spot for $10 at the IT Support Center
(116 PGH). Payment for this service can be made with P-Cards, SC vouchers, or university-
issued checks.

Office 2010 can be used on-campus for university business as well as installed on faculty & staff

personal machines.
Office 2010 does not require a license code and uses the campus Key Management Server
(KMS).

Guide To Installation:

If you choose to purchase the software at the IT Support Center (116 PGH) then you can skip this
section and go on to the installation section of this guide.

If you choose to download the software from our website, please follow the next few steps.

How To Download:

To download the Microsoft Office 2010 software from our website, start a browser on your
computer. On the address bar, type in “www.uh.edu/infotech” and go. After the page is done
loading you will see the webpage just as the image below. This webpage can be used to
download any software needed by uh by direct download or contacting the software team at the
University of Houston.
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After having access to this webpage, scroll down towards the middle of the page where you can
find the links available for Office Professional Plus 2010 32-bit and 64-bit. To the right you can
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see the link available to download. Please choose the 32-bit version if you are planning to install it
on a 32-bit Operating System and a 64-bit version if you are planning to install it on a 64-bit
Operating System.
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When you click the download button a window will show up and give you different options with the
file you are trying to download. Select the “Save” option to download the software.
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| -
e

Open ] ’ Save ] [ Cancel

Always ask before opening this type of file

harm your computer. f you do not trust the source, do not open or ¥

F “g-l While files from the Intemet can be useful, some files can potentially
save this file. What's the rigk?

. ¥

Direct the download to where it saves to the desktop.
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After the download is complete, you can go ahead and close out all the windows you currently
have open.
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You now have the option below if you want to be able to burn software to a disk or if you want to
install it with WinRAR. If you wish to burn the software to a disk, you can be able to use the same
Disk on multiple computers. With WinRAR, you are able to just install the software.

Burn Image To A Disk:
If you wish to burn Microsoft Office 2010 onto a disk, please follow the directions on how to burn it
onto a DVD/CD-R disk.

Go towards the desktop and right click on the image file to select the option “Burn disk image”.
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Selecting that option, a new window will show up like the one below. Before selecting any option,
make you input a DVD/CD-R disk onto the computer.

Disc image file: SW_DVD5_Office_Professional_Plus_2010_W

Disc burner: DVD/CD-RW Drive (0Y) =

Status
To start burning the disc image, click Burn.

i J

Verify disc after burning

I Burn I [ Cancel




After you input the disk, you can go ahead and select the option to “Burn”. After the image file is
done being burned onto the disk, the following message will appear: “The disk image has been
successfully burned to disk.”

You have successfully burned the Microsoft Office 2010 software onto a disk. You may now use
this to install Microsoft Office.

Using WinRAR:

If you want to be able to just install the software with out burning anything to a disk, you much
download the WinRAR program.

If you have a 32-bit Operating System, please download the software from this
link:http://download.cnet.com/WinRAR-32-bit/3000-2250 4-10007677.html?tag=mncol;1

If you have a 64-bit Operating System, please download the software from this

link: http://download.cnet.com/WinRAR-64-bit/3000-2250 4-10965579.html?tag=mncol;2

After you select to download the program, you can choose the option to “run” it.
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The download will open and you will need to install it. Simply select the option to “Install” and it
will soon complete the installation.

= Copyright © 1993-2011
) D y by Alexander Roshal
Destination folder
:\Program FilesWinRAR. - L Browse...

WinRAR is a powerful archiver. It provides complete support of RAR
and ZIP files, unpacks 72, ACE, AR, BZ2, CAB, GZ, 150, JAR, LIH, TAR,
ULIE, Z. Among WinRAR features are strong compression, wolumes,
encryption, self-extracting modules, backup facilities.

This is a trial version. Anyone may use it during a test period of 40
days. Following this test period or less, if you wish to continue to use
WinPAR, you must purchase alicense.

There are no additional license fees, apan from the cost of
purchasing alicense, associated with the creation and distribution of RAR

archivas mr calfoordractine archivioe | lears swhm mipchascad WinB AR

Install ] ’ Cancel
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After that completes, you need to accept the default settings that WinRAR automatically fixes for
you. In this case, make sure all the selections you have appear as the one below. Then press
HOK!I.

Assodate WinRLAR with Interface

[ Rar [ TAR [ add winRAR. to Desktop

ZIP GZip Add WinRAR to Start Menu
CAB UUE Create WinRAR. program group
ARJ BZ2 i _

o ] 3aR Shell integration

ACE Fliso Integrate WinRAR into shell
7-Zip 7 [7] cascaded context menus

Icons in context menus

[ Select all ] ’ Context menu items...

These options control WinRAR integration into Windows. The first group of options allows to
choose archive types to handle by WinRAR. The second group selects places to add links to
the WinRAR executable. The last group controls integration into the Windows shell. Shell
integration provides handy features like "Extract” item in archive context menus, so usually
there is no reason to disable it

Press "Help” button to read the detailed description of these options.

[ Ok ] [ Help l

Afterwards, WinRAR will show you a message that you have successfully installed the program.
Now, Choose the option to “Run WinRAR” to begin.

WinRAR has been successfully installed to the folder
C:\Program Files\WinRAR

Use "Settings...” command from the WinRAR "Options™ menu for further customization.

If you installed WinRAR. for the first time, please do not forget to read the online help.

Please note that WinRAR. is not free software. Only if you purchase a licence, you will allow
us to continue to make improvements.

Please visit WinRAR home page to download the latest WinRAR version. Here you can also
purchase your licence for WinRAR via our secure transaction server,

Run WinRAR H Read help ” View license ” Order ” Home page

Thank you for using WinRAR !

When the program starts it will look familiar to the screenshot below and you now have to search
for the Microsoft Office 2010 Download you made before on your desktop (where you have
previously saved it). Double click on the software to open.



File Commands Tools Favorites Options Help

DAWE D MR £

Extract To View Delete Find Wizard Info Repall

[E | M C\Users\ITSC\Desktop

Name Size Type Modified
m.
1. New folder File folder 4/6/2011 2:42 ...
1 Shortcuts File folder 4/6/2011 &:44 ...
[E sW_DVD5_Office_Professional Plus_2010_W32_English_MLF_X16-52536.50 4/6/2011 2:53
¢ SW_DVD5_Project_Pro_2010_W32_English_MLF_X16-43257150 312,029,184 Disc Image File 4/6/2011 9:37 ...
¥ | desktop.ini M6 Configuration setti... 3/7/201110:00 ...
Entemet Explorer.nk 1417 Shortcut 3/7/2011 9:50 ...
1 Microsoft Office - Shortcut.Ink 1,816 Shortcut 4/6/2011 2:25 ...

EFmO Selected 767,354,880 bytes in 1 file Total 2 folders and 1,079,387,743 bytes in 5 files

When new files appear like the screenshot below, go ahead and scroll down until you find the
execution file named “setup.exe”.

File Commands Tools Favorites Options Help

BABYWIWERD R

Extract To  Test Dielete Find Wizard Info VirusScan

: ice_Professional_Plus_2010_W32_English_MLF_X16-52536.150 - UDF 1.50 archive, unpacked size 765,669,378 bytes ~

Name Size Packed Type Modified CRC32 i

. InfoPath.en-us File folder 3/30/2010 10:5...
. Office.en-us File folder 3/30/2010 10:5...
| Officebd.en-us File folder 3/30/2010 10:5...
. OneMote.en-us File folder 3/30/2010 10:5...
1. Outlook.en-us File folder 3/30/2010 10:5...
| PowerPoint.en-us File folder 3/30/2010 10:5...
1. Proofing.en-us File folder 3/30/2010 10:4...
1 ProPlus.WW File folder 3/30/2010 10:5...
. Publisher.en-us File folder 3/30/2010 10:5...
. Rosebud.en-us File folder 3/30/2010 10:5...
| Updates File folder 3/30/2010 10:5...
. Word.en-us File folder 3/30/2010 10:4...
] autorun.inf Setup Information 3/21/2010 11:2...
u README.HTM : : Firefox Document 3/26/2010 4:22 ...
| 1,100 664 1,100,664 Application ! 4. -

EF 0 Selected 1,100,664 bytes in 1 file Total 17 folders and 1,102,780 bytes in 3 files

Double click on “setup.exe” and the extraction will begin where you will soon be able to see the
Microsoft Office 2010 setup process to install it on your computer.



File Commands Tools Favorites Options Help

rILEY G

VirusScan

L 0]

Wizard Info

i
Find

Add Extract To |  Test Delete

m | |Q| ice_Professional_Plus_2010_W32_English_MLF_X16-52536.150 - UDF 1.50 archive, unpacked size 765,669,378 bytes ~

=

Mame Size Packed Type Maodified

1. InfoPath.en-us Extracting from SW_DVD5_Office_Professional_Plus_20...

1. Office.en-us - -

| Officebd.en-us .e.).(EaWcEEg'JDS_Oﬁ"ioe_ProFessmnal_Plus_EU10_W32_Eng||

1. OneMote.en-us InflR.cab 55%

1 Outlook.en-us - | B
1. PowerPaint.en-us

L ot D*d =

1. ProPlus,WW

1 Publisher.en-us — . 1
. Rosebud.en-us [ | =
. Updates

1. Word.en-us [ Background ] [ Pause ]

&, autorun.inf 175 [ P ] [ . ] [ Help ]

|_|README.HTM 1,941

setup.exe 1,100,664 1,100,664 Application 3/11/2010 10:4... | 4

CRC32 A

EI ™ Selected 1,100,664 bytes in1 file

Total 17 folders and 1,102,780 bytes in 3 files

Once the program is extracted and the window for Microsoft Office 2010 appears you can
continue on downwards and follow the guide on “How To Install”.

How To Install:

To install the Microsoft Office 2010 software, you should insert the disk onto the computer and
wait for this window to come up. When this window appears, select the option “Run SETUP.EXE".
This option will allow the program to initiate. If you used WinRAR as an alternative to a CD then

proceed to the next set of instructions.

f;l DVD/CD-RW Drive (D:) OFFICE14
[ Always do this for software and games:

Install or run program from your media

Run SETUF.EXE
§ Published by Micresoft Corporation

General opticns

Open folder to view files
using Windows Explorer

View more AutoPlay options in Control Panel

After the files are done loading up, it will give you the “Microsoft Software License Terms”.



***Please mark the checkbox at the bottom of the window next to “I Accept the terms of this
agreement” to be able to proceed to the installation. ***

After accepting the terms the following window will appear with two options for installation. Please
select the “Install Now” button for easy installation unless you are customizing your installation.

S

7]

@;, Choose the installation you want

Please choose your preferred type of Microsoft Office Professional Plus 2010

installation below.
’ Install Now

Customize

— . i
After the installation has been completed you can go ahead and close the following window.

Microsoft Office Professional Plus : &E

=i o Microsoft® @
=a.0ffice

Thank you for installing Microsoft Office Professional Plus 2010. To use an Office
program, open the Start menu, find the Microsoft Office folder, and click the program
icon.

Complete your Office experience

« Store and share your documents online
 Get free product updates, help, and training

Continue Online

Close

o = E—

You have successfully installed Microsoft Office 2010 on your computer.
How To Activate

To properly activate your UH Faculty/Staff copy of Microsoft Office Professional Plus 2010, you



will need to use the campus Key Management Server (KMS). The easiest, and preferred, way to
do this is to simply bind your Windows PC to the CougarNet domain. The license code will
automatically be assigned to your copy of Office 2010. No individual code is needed.For those
machines that are on-campus and not on the CougarNet domain and need to be activated
manually, follow the below procedures. If you are not on campus, you need to follow these next
steps as well while being connected to the University of Houston with VPN.

To activate your UH Faculty/Staff copy of Microsoft Office 2010 you will need to start up the
“Command Prompt” application. Run the Command Prompt as an Administrator, located in the
Start Menu --> All Programs --> Accessories, or you can simply type “cmd” in the search box
below. To run as an Administrator, right-click on the Command Prompt icon and select

"Run as Administrator."

Programs (1)
|ﬁ cmd
Files (4

[&] AR
se

Open

'@' Run as administrator
&

Scan with Microsoft Security Essentials...
Pin to Taskbar
Pin to Start Menu

Restore previous versions
Send to

Cut
Copy

Delete

Open file location

Properties

p See more results

| cmd

When you get the Command Prompt Screen, make sure that it says
“C:Windows\system32>"



cros dows [Ue on 6.1. 1
Copyright <(c> 2009 Mi soft Corporation. A1l rights reserved.

EC:\Hindows\system?Z)

Go ahead and input the following command:
“cd “C;\Program Files\Microsoft Office\Office14” and press enter.

LAdmmEhmonéﬁ

Microsoft Windows [Uersion 6.1.76811
HCopyright (c> 2009 Microsoft Corporation. All rights reserved.

’C:\Hindous\system32)cd "C:“Program Files“\Microsoft Office~0fficel4d"

All rights reserved.
IC :~Windows~system32>cd "C:\Program Files\Microsoft Office~0ffice
IC : ~Program Files“Microsoft Office~Officeld>

Go ahead énd input the following command:
“script ospp.vbs /sethst:kms.cc.e.uh.edu” and press enter.




Microsoft Windows [Uersion 6.1.76011
ICopyright <(c? 2087 Microsoft Corporation. All rights reserved.

C:\Windows system32>cd “C:\Program Files“Microsoft Office Officeldn"

C:“\Program Files“Microsoft Office~Officeld>cscript ospp.vbs ~sethst:kms.cc.e.uh.

After the command prompt has indicated that it has processed the settings, and it indicated that it
exited, you can continue on to the next command.

Microsoft Windows [Uers

HCopyright <c?>» 2882 Microsoft Corporation. All rights reserved.
C:sMWindowsssystem32>cd ""G:“Program Files“sMicrosoft Office~0fficelds"

C:“Program Filezs“Microzoft Office~0fficeld>cscript ospp.vbs rzethst:kms_cc.e._uh.
edu

Microsoft (R> Windows Script Host Version 5.8

Copyright (C> Microsoft Corporation. All rights reserved.

———Processing————

C:“Program Filezs“Microsoft Office~0fficeid>

Go ahead and input the last command:
“cscript ospp.vbs /act” and press enter.
| @8 Administrator: CAWindows\System32\cmd

Microsoft Windows [Uersion 6.1.76011
iCopyright <c?> 2089 Microsoft Corporation. A1l rights reszerved

C:sWindowsssystem32>cd “"C:“\Program Fileszs“Microsoft Office~Officeld~"™

C:~Program Files“Microsoft Office~0fficeld>cscript ospp.vhs ssethst:kmz.cc.e.uh.
edu

Microseft (R> Windows Script Host Uerszion 5.8

Copyright (C> Microsoft Corporation. All rights reserved.

——Processing—

C:“Program Files“Microsoft Office~0fficeldi>cscript ospp.vhs




After you have inputted that last piece of script in the command prompt, it will detect the the
version of Microsoft Office you are trying to activate. Look for the verification at the end of the
script where it tells you:

“Last 5 characters of installed product key: XXXXX"

“<Product activation successful>"

@ Administrator: C:\Windows\System32\cmd.ex

Microsoft Windows [Uersion 6.1.76611
iCopyright <c> 2887 Microsoft Corporation. HAll rights reseryed.

;C:\Hindnws\system32>cd "G:wProgram Files“Microsoft Office~Officeld™"

C:“Program Files“Microsoft Office“Officeld>cscript ospp.vhs | ssethst:kms.cc.e.uh.
e du

Microsoft (R} Windows Bcript Host Uersion 5.8

Copyright (¢G> Microsoft Corporation. All rights reserved.

Microsoft (R} Windows Script Host Uersion 5.8
_Cnpyright (C» Microsoft Corporation. All rights reserved.

Installed product key detected — attempting to activate the |[following product:
SHU ID: 6F327768-8chc—417c—-2h61-836a9828%7eBc

LICEMSE NAME: Office 14, OfficeProPlus—KEME_Client edition

LICENMSE DESCRIPTIOM: Office 14. UOLUME_KEMSCLIENT channel

Last 5 characters of installed product key: HIGUB

<Product activation successful>

C:~Program Files“Microsoft Office~0Officeld>

If you see this in your command prompt, you have successfully activated your faculty/staff copy of
Microsoft Office Professional 2010.



