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INTRODUCTION:
GETTING
MICROSOFT

OFFICE ON YOUR
MAC

For many
professionals,

students, and home
users, Microsoft Office
remains the gold
standard for
productivity software.
Whether you need
Word for drafting
reports, Excel for
managing budgets, or
PowerPoint for creating

presentations, having a
fully functional Office
suite on your Mac can
make a world of
difference. Fortunately,
knowing how to install
Microsoft Office on Mac
is a straightforward
process, regardless of
whether you are
setting up a brand-new
device or upgrading
from an older version.
In this article, we will
walk you through every
step in detail, from
choosing the right
edition to completing
the activation process.

Mac users sometimes
assume that Office is
only built for Windows,


https://app.ardentx.com/

but Microsoft has
invested heavily in
making its flagship
suite run smoothly on
macOS. The current
versions are optimized
for Apple Silicon and
Intel-based machines
alike, offering a native
experience that feels
right at home on the
Mac desktop. Whether
you prefer a one-time
purchase or a
subscription-based
model through
Microsoft 365, there is
an option that fits your
needs. By the end of
this guide, you will
have all the knowledge
necessary to install
Microsoft Office on Mac
with confidence.

PREREQUISITES:
WHAT YOU NEED
BEFORE YOU
BEGIN

Before diving into the
installation process, it
is wise to prepare your

system and gather the
required information.
Taking care of these
prerequisites will save
you time and help you
avoid common pitfalls.

System
Requirem
ents

Microsoft Office for Mac
has specific hardware
and software
requirements. Ensure
your Mac is running
macOS Monterey or
later for the most
recent versions of
Office. Additionally,
you will need at least 4
GB of RAM and around
10 GB of free disk
space. Both Intel-based
and Apple Silicon Macs
are supported.
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A Valid

License

or

Subscripti

on

You will need either a
product key for a one-
time purchase (Office
Home & Student or

Office Home &
Business) or an active
Microsoft 365

subscription. If you are
a student or educator,
check whether your
institution provides
Office for free through
Microsoft 365
Education.

A Stable

Internet
Connectio
n

While some installation
files can be
downloaded in
advance, a reliable
internet connection is
essential for
downloading the
installer and activating
your license. A slow
connection may
prolong the process, so
plan accordingly.

Microsoft
Account

Having a Microsoft
account is not strictly
required for
installation, but it is
highly recommended.
You will need it to
activate Microsoft 365



subscriptions and to
access cloud features
like OneDrive. If you do
not already have one,
you can create it for

free at
account.microsoft.com.
METHOD 1:
INSTALLING
MICROSOFT
OFFICE VIA THE
OFFICIAL WEBSITE
This is the most

common and
recommended method
for installing Office on
a Mac. It ensures you
get the latest version
directly from Microsoft,
with all security
updates and features
intact.

Step 1:
Visit the

Microsoft
Office
Website

Open Safari or your
preferred browser and
navigate to the official
Microsoft Office
website. Look for the
section that says "Buy
Microsoft 365" or
"Office for Mac." If you
already own a license,
sign in to your
Microsoft account and
go to the "Services &
subscriptions" page to
download your copy.

Step 2:
Choose
Your
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Version

Download

the

Installer

Select the version of
Office that matches
your license. Microsoft
365 subscribers will
see a "Install" button.
Click it, and the
website will
automatically detect
that you are using a
Mac. The download will
begin for a file named
Microsoft_Office_XX.
pkg (the exact name
depends on the
version). The file s
typically around 2-4
GB, so the download
time will vary based on
your internet speed.

Step 3:
Open the
Installer
Package

Once the download
finishes, locate the
.pkg file in your
Downloads folder and
double-click it. macOS
will display a warning
that the package is
from an identified
developer. Click
"Continue" to proceed.

Step 4.
Follow
the
Installatio



n Wizard

The installation wizard
will guide you through
a series of screens. You
will need to agree to
the license terms,
choose a destination
drive (usually your
Mac's internal storage),
and confirm that you
want to install. The
installer will copy all
necessary files to your
Applications folder.
This step may take
several minutes.

Step 5:
Complete
the
Installatio

n and
Launch
an App

When the installation is
finished, you will see a
confirmation message.
Close the installer and
open any Office
application, such as
Word or Excel, from
your Applications
folder or Launchpad.
The app will prompt
you to sign in with your
Microsoft account. Do
not skip this step —
signing in is necessary
to activate your license
and unlock all features.

Step 6:
Activate
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and Start

Using

Office

After signing in, the
activation process will
happen automatically.
You may see a "Thanks
for subscribing" or
"Product Activated"
message. Once
activation is complete,
you can start creating
documents
immediately. If you
encounter any issues,
the app will provide
troubleshooting links.

METHOD 2:
INSTALLING
MICROSOFT
OFFICE FROM THE
MAC APP STORE

Some users prefer to
install Office through
the Mac App Store,
which offers a more

integrated experience
with macOS. This
method is particularly
convenient if you
manage multiple apps
through your Apple ID.

Step 1:
Open the
Mac App
Store

Click the App Store
icon in your Dock or
find it through
Spotlight Search. Make
sure you are signed in
with the Apple ID you
want to associate with
the purchase.

Step 2:
Search



for

"Install"

M | Cro Sthef!;are downloading

Office

Use the search bar in
the top-right corner
and type "Microsoft
Office." Several options
will appear, including
individual apps like
Word, Excel, and
PowerPoint, as well as
the full suite. Look for
Microsoft 365 or
Microsoft Office
published by Microsoft
Corporation.

Step 3:
Choose
"Get" or

ite for the first
time, click the "Get"
button. The App Store
will download and
install the application
package. You may
need to enter your
Apple ID password or
use Touch ID to
confirm the download.

Step 4.
Launch
and Sign
In

Once the installation
completes, open any
Office app. Just like
with the direct
download method, you
will be asked to sign in
with your Microsoft
account to activate
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your license. Without
this step, the apps will
run in a reduced-
functionality mode that
only allows viewing.

Important
Note
About
Mac App
Store
Versions

The version of Office
available through the
Mac App Store is
functionally identical to
the one from
Microsoft's website.
However, updates are
handled through the
App Store rather than
the Microsoft
AutoUpdate tool.
Choose this method if

you prefer managing
all your app updates in
one place.

METHOD 3:
INSTALLING
OFFICE FROM A
PHYSICAL DISC OR
PRE-DOWNLOADED
FILE

Although less common
today, some users still
have Office installation
discs or pre-
downloaded installer
files. If you fall into this
category, here is how
to proceed.

Step 1:
nsert the
DISC Or
 ocate




the File

If you have a DVD,
insert it into your Mac's
optical drive or an
external USB DVD
drive. If you have a
downloaded .iso or
.dmg file, double-click
it to mount the virtual
disk.

Step 2:
Run the
Installer

Open the mounted disk
or folder and look for
the installer file,
usually named
Office_Installer.pkg.

Double-click it to begin.

Step 3:
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Enter
Your
Product
Key

During installation, you
will be prompted to
enter your 25-
character product key.
Type it carefully,
paying attention to
common mix-ups like
the letter O and the
number 0. If your key
is printed on a card
inside the box, keep it
handy.

Step 4.
Complete
the
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Wizard

Activate

Follow the remaining
prompts to finish the
installation. After
launching an app, you
may need to activate
online or by phone,
depending on the
edition.

POST-
INSTALLATION:
WHAT TO DO
AFTER INSTALLING
OFFICE ON MAC

Once the software is
installed and activated,
there are a few
important steps to
ensure everything runs
smoothly.

11

Check for
Updates

Microsoft regularly
releases updates that
include new features,
security patches, and
bug fixes. To check for
updates manually,
open any Office app,
go to the "Help" menu,
and select "Check for
Updates." Enable
automatic updates to
stay current without
effort.

Customiz
e Your
Settings

Take a few moments to
personalize your Office
experience. Adjust the
theme to Dark Mode,
set your default font,
configure AutoSave for



OneDrive, and add
shortcuts to the Quick
Access Toolbar. These
small tweaks can
significantly boost your
productivity.

Set Up
OneDrive

One of the greatest
advantages of
Microsoft 365 is the
integrated cloud
storage. Sign in to
OneDrive on your Mac

to sync your
documents across
devices. This also
enables real-time
collaboration with
colleagues or

classmates.

Explore
the

12

Ribbon
and
Template
S

If you are new to Office
on Mac, spend some
time exploring the
Ribbon interface. It is
slightly different from
the Windows version,
but you will find all the
familiar tools.
Additionally, browse
the template gallery in
each app for pre-
designed documents,
presentations, and
spreadsheets.

TROUBLESHOOTIN
G COMMON
INSTALLATION
ISSUES

Even with careful
preparation, problems
can arise. Here are
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solutions to the most
common issues users
face when installing
Microsoft Office on a
Mac.

The
Installer
Won't
Open

If double-clicking the
.pkg file does nothing,
your Mac may have
blocked the installer
due to security
settings. Go to System
Settings > Privacy &
Security and look for a
message about the
blocked software. Click
"Open Anyway" to
allow the installation.

Installatio

n Freezes
or Takes
Too Long

Close other
applications and make
sure your Mac has
sufficient  free  disk
space. If the installer
hangs for more than 30
minutes, force quit it,
restart your Mac, and
try again. In rare cases,
downloading a fresh
installer from Microsoft
may solve the problem.

Activation
Errors

Double-check that you
are signing in with the
Microsoft account
associated with your
license. For product
key activations, ensure
you entered the key

13



correctly. If the issue
persists, use the
Microsoft Support
and Recovery
Assistant tool, which
can diagnose and fix
many activation
problems.

Apps
Crash on
Launch

This is often caused by
incompatible third-
party plugins or
corrupted preference
files. Try starting the
app while holding the
Shift key to disable
add-ins. If that solves
the problem, remove
the problematic add-in.
Alternatively, uninstall
and reinstall the entire
suite.

14

Office
Apps Run
Slowly

Performance issues
can stem from an
overloaded hard drive
or insufficient RAM.
Close unused apps,
clear temporary files,
and consider upgrading
your Mac's memory if
possible. Also, make
sure you are using the
latest version of Office,
as older versions may
not be optimized for
newer macOS releases.

UNINSTALLING AN
OLDER VERSION
OF OFFICE BEFORE
INSTALLING

If you already have an
older version of Office
on your Mac — say
Office 2016 or Office
2019 — you do not
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necessarily need to
remove it before
installing a newer
version. Microsoft has
designed the suite so
that multiple versions
can coexist. However,
to avoid confusion and
save disk space, it is
often best to uninstall
the old version.

How to
Uninstall
Office
Manually

Microsoft provides a
dedicated removal
tool, but you can also
do it manually. Quit all
Office apps, then drag
the following items to
the Trash:

 All applications in
the Applications
folder (Microsoft

Word, Excel,
PowerPoint,
Outlook,
OneNote)

e Filesin
~/Library/Cont
ainers that
begin with
"com.microsoft"

e Filesin
~/Library/Grou
p Containers
with Microsoft in
the name

Empty the Trash and
restart your Mac. For a
thorough clean,
consider using the
Microsoft Office for
Mac Removal Tool,

available from
Microsoft's support
website.
FREQUENTLY

ASKED QUESTIONS

Can |
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install

license.

Microsls,t

Office
multip

Macs?

With a Microsoft 365
Family subscription,
you can install Office
on up to five Macs (or
Windows PCs)
simultaneously. The
Personal subscription
covers one device.
One-time purchase
editions are typically
limited to one Mac per

|ICrosoft
Ice for
ac the
same as
the
Windows
version?

The core features are
identical
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