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As a student at Post University, you are given a free version of MS Office 365 that you can download to 

your computer. We strongly recommend downloading MS Office 365 to your computer as soon as 

possible. You will find it much easier to use the desktop version than the web version when you 

complete assignments during your studies. Likewise, many careers will require you to understand how to 

use Office 365, and this includes knowing how to use the desktop versions of Office programs, not the 

online version.    

Use the directions below to install the desktop version of MS Office 365 on your desktop computer or 

laptop:  

Please note: Some of the images below might look different depending on your web browser. Chrome 

was used for the steps in this document.  

 

1. Open your web browser and type my.post.edu in the address bar. 

2. Click on ‘student portal homepage’ on the page that comes up 

 
 

3. Sign in with your email address, then click ‘next’ to enter your password and click on ‘sign in.’  

http://www.my.post.edu/
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4. On the left side column of the new page that opens, click on ‘Office 365.’ 

 
 

5. After clicking on ‘Office 365,’ you will be prompted to click on ‘continue’ to open a new page 

where you will download Office 365 to your computer.  

 
6. On the top right of the new open page, click the ‘Install apps’ drop-down. 

 
 

7. When the options come up, click on ‘Microsoft 365 apps’ to begin the download process  



 

© 2023 Post University, Waterbury, CT 
ALL RIGHTS RESERVED 

 
 

 

 

 

 

 

8. The image below will come up, telling you the steps to follow to download Office 365 

 
 

9. Find the icon that is a down arrow from the top screen and click on it. 
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10. After you click on the down arrow, click on the download that says ‘OfficeSetup.exe.’ 

 
 

 

11. Click on ‘yes’ to agree to make changes to your computer  

 
 

12. Once you download MS Office 365 successfully, it will automatically launch.  

  


