This is the detailed instructions on what to do to activate/enable document creation and
editing of files on any Microsoft apps:

Open any Microsoft app (in this case, Microsoft Word)
Make sure that the user is signed in to their district account. If they are not signed in, click on
the sign in button on the upper left side of the app window
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Create a document and notice the yellow notification bar bellow the app ribbon. One of them
should say that the user only has a View Only permission or Activate Office to Create and
Edit. Click on the Use Another Account button or Activate button. This will prompt the user
to sign in to their district account.
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@ office Update To keep up-to-date with security updates, fixes, and improvements, choose Check for U... Check for Updates

@ Activate Office to Create and Edit Buy Office or sign in to activate Office if you've already bought it. Activate



M = = Document2 Q~

Insert Design Layout References Mailings Review View

Paste Styles Styles
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4. If the button pressed is Activate, you will be prompted with this screen before letting the user
login. Simply click on the Sign in button at the lower part of the prompt.

& Word

] Office

Activate Office to Create and Edit

To start editing documents, buy Office or sign in to activate Office if you've
already bought it.

Buy Office

Already bought Office? Sign in



