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As part of the Office 365 license, Fort Worth Independent 
School District teachers, administrators, and staff are entitled 
to install Microsoft Office on up to five separate computers. 
This provides our personnel a standard version to use in both 
the workplace and outside of the campus/office on their 
personal Windows and/or OS X computers. As Office is already 
installed on FWISD PCs, this QRG applies only to personally 
owned computers.

Currently, the most recent version of Office supplied through 
the installation is Office 2013 ProPlus (PC) or Office 2016 (OS X).

Quick Reference Guide

Underneath the activation report is a listing of the programs to 
be installed as part of the Microsoft Office suite. This listing will 
change depending upon the type of computer (PC or Mac) to 
which it is being installed.

1. Before installing MS Office through Office 365, it is
recommended to uninstall any older versions of Office
currently installed.

2. Open a web browser (e.g., Chrome, Safari, Internet
Explorer preferred).

3. Go to https://office365.fwisd.org
4. Log in to Office 365 with your Fort Worth ISD e-mail

address and password.
5. On the home screen, click the Settings sprocket in the

upper right-hand corner of your screen.
6. Choose Office 365 Settings.

7. Click Software.

The user is directed to a new page. This page provides the user 
with information concerning the computer(s) on which he or 
she has installed Microsoft Office.

https://office365.fwisd.org
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Quick Reference Guide

Deactivating Microsoft Office from a PC

To deactivate a Microsoft Office license from a PC in which 
the Office suite was installed through Office 365 in order to 
allow installation on another computer without losing one of 
your five allowed downloads:

1. Open a web browser (e.g., Chrome, Safari, Internet 
Explorer preferred).

2. Go to https://office365.fwisd.org
3. Log in to Office 365 with your Fort Worth ISD e-mail 

address and password.
4. On the home screen, click the Settings sprocket in the 

upper right-hand corner of your screen.
5. Choose Office 365 Settings.
6. Select Software.
7. On the page that opens, locate the particular computer 

in the list of current Office installations.
8. Click on Deactivate to the right of the affected 

computer’s installation date.

1. Click Install. The Microsoft Office installer will download to 
your computer.

2. Double-click the Microsoft Office installer to begin the 
installation.

3. Click Run. A dialogue box may pop up and ask, “Do you 
want to allow the following program to make changes to 
this computer?” Click Yes.

4. The installation process will start and a Microsoft Office 
dialogue box will appear.

5. Click Next and follow the on-screen instructions.

https://office365.fwisd.org

