Installation Guide

Installing Microsoft Office 2010

If you are currently using an older version of Office, for example, Office 2007, you can directly upgrade it to
Office 2010 instead of uninstalling the older version and then installing the new version. Upgrading to Office
2010 from an older version takes less time and effort. Note that you can also have both an older version of Office
and Microsoft Office 2010 installed on the same computer. However, you must install Microsoft Office 2010
in a different location and directory on the hard disk. In case you do not have any version of Microsoft Office
already installed on your system, you can install Office 2010 as a fresh installation. However, before installing
MS Office 2010 in your system, you need to check the minimum system requirement to install Office 2010 in
your computer.

System Requirement

The minimum system requirements to install the Microsoft Office 2010 software are as follows:

COMPONENT MINIMUM SYSTEM REQUIREMENT

Processor 500-megahertz (MHz) processor or higher versions

Memory 256 MB RAM or higher , 512 MB recommended for graphics features
Hard disk 3.5 GB free hard drive space

Display 1024 x 768 or higher-resolution monitor

Operating System Windows Vista (SP1), 7, 8 and Windows 10 (including 32/64-bit versions), etc.
Now, perform the following steps to install Microsoft Office 2010:

0 Insert a CD/DVD of Office 2010 in the CD-ROM/DVD-ROM drive. The Microsoft Office 2010
setup starts, as shown in Figure 1:

-

Microsoft Office 2010 ==

Extracting files, please wait...

Cancel

Figure 1: Extracting File

After a few seconds, the Enter your Product Key page appears, prompting you to enter the
product key, as shown in Figure 2.

9 Enter the product key in the text box displayed to the left of the Continue button
(Figure 2). You can find the product key at the top of the back cover of the CD.
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e Click the Continue button after entering the product key, as shown in Figure 2:

.« Microsoft Office 2010 @

"BJ Enter your Product Key °

Need to find your Product Key?

Your Product Key is 25 characters and is typically found in your
product packaging. If you cannot find your Product Key, click
the "Learn more about Product Keys and see examples” link.

Learn more about Product Keys and see examples _o

| Continue

Figure 2: Entering the Product Key
The Read the Microsoft Software License Terms page appears (Figure 3), which displays
the Microsoft Software License Terms.

0 Select 1 accept the terms of this agreement check box (Figure 3).

Q Click the Continue button, as shown in Figure 3:

‘s« Microsoft Office Professional 2010 Trial @

Read the Microsoft Software License Terms

To continue you must accept the terms of this agreement. If you do not want to accept the
Microsoft Software License Terms, dose this window to cancel the instaliation.

MICROSOFT SOFTWARE LICENSE TERMS -
MICROSOFT OFFICE 2010 DESKTOP APPLICATION SOFTWARE

Below are three separate sets of license terms. Only one set applies to you.
To determine which license terms apply to you check the license designation
printed either on your product key, near the product name on your
Certificate of Authenticity, or on the download page if you obtained your
product key online. If your designation is FPF, then the Retail License Terms
below apply to you. If your designation is OEM, then the OEM License Terms
belows apply to you. If your designation is Product Key Card or PKC, then the
Product Key Card License Terms below apply to you.

If you need assistance finding your license type, please go to:
wiww.microsoft.com/office/eula to determine which license you have.

1. RETAIL LICEMSE TERMS.

These license terms are an agreement between Microsoft Corporation (or
based on where you live, one of its affiliates) and you. Please read them.

They apply to the software named above, which includes the media on which —

v
I accept the terms of this agreement

Figure 3: Accepting the License Agreement
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The Choose the installation you want page appears (Figure 4), prompting you to select the
type of installation that you want.

6 Click the Customize button to customize the installation of Office 2010, as shown in
Figure 4:

*. Microsaft Office Professional 2010 Trial (]

v% Choose the installation you want

Please choose your preferred type of Microsoft Office 2010 installation below.

Install Now
Cgsmmlze%

Figure 4: Clicking the Customize Button

The Upgrade tab of the Microsoft Office Professional 2010 Trial setup opens (Figure 5).

0 Select the Keep all previous versions. radio button from the list of radio buttons displayed
under the Upgrade tab, as shown in Figure 5:

.| Microsoft Office Professional 2010 Trial [

Upgrade ‘ Installation Options | File Location | User Information

E_J Upgrade earlier versions

Setup has detected previous versions of Microsoft Office on your computer. o

) Remove all previous versions.
L—3»@ Keep &l previous versions.
) Remove only the following applications:

Microsoft Office Access
Microsoft Office Excel
Microsoft Office Outlook
Microsoft Office PowerPoint
Microsoft Office Publisher
Microsoft Office Word

Click the help button to view impertant information about upgrading to Microsoft Outlook or
Microsoft SharePoint Workspace.,

Install Mow

Figure 5: Selecting the Keep all previous versions. Radio Button

0 Click the Installation Options tab (Figure 6).
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0 Select the Microsoft Outlook option from the list of options. A drop-down list appears
(Figure 6).

@ Select the Run all from My Computer option from the drop-down list, as shown in Figure 6:

#al Microsoft Office Professional 2010 Trial 243

Y
Upgrade | Installation Options |Ei|E Location | User Information

Customize how Microsoft Office programs run 9

E‘lT‘ " Microsoft Office
- | Microsoft Access

- | Microsoft Excel
= - | Microsoft OneMote
- | Microsoft Qutlook

Fun from My Computer

Fiun &ll from My Computer
k stalled on First Use
Mot Available
Office Shared Features
Office Tools

Send and receive e-mail; manage your schedule, contacts, and Total space required on drive: 1,89 GB
tasks; and record your activities by using Microsoft Outlook. Space available on drive: 161.52 GB

Install Mow

Figure 6: Selecting the Run all from My Computer Options

m Click the File Location tab (Figure 7).

@ Specify an appropriate location in the text box besides the Browse button to save the
Microsoft Office Professional 2010 Trial edition (Figure 7).

@ Click the Install Now button to start the installation, as shown in Figure 7:

. Microsoft Office Professional 2010 Trial ==

Y
|Ujgrade I Installation Options ‘ File Location |U§er Information

Q’_'jd Choose a file location o

Microsoft Office 2010 will be installed on your computer. To install this product in & different
location, dlick Browse, and then select the location.

D:\Microsoft Office 2010 Browse...

Space required for Local Installation Source: 617 MB
Space required for program files: 1.39 GB @
Total space required on drive: 2.00 GB

Space avalable on drive: 33.77 GB

Install Now&

Figure 7: Clicking the Install Now Button
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The installation of Microsoft Office 2010 begins, as shown in Figure 8:

*.| Microsoft Office Professional 2010 Trial (==

gu Installation Progress

Installing Microsoft Office Professional 2010 Trial...

Figure 8: The Installation Process Begins

After the installation process is completed, the next page appears, displaying a message
that the installation of Microsoft Office 2010 is complete (Figure 9).

@ Click the Close button, as shown in Figure 9:

*.| Microsoft Office Professional 2010 Trial (=23

~a.0ffice

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

2]

Complete your Office experience

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

Continue Online

A
Close

Figure 9: The Installation of MS Office 2010 completed
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A confirmation message box called Setup appears (Figure 10), prompting you to reboot the
system.

@ Click the Yes button to complete the setup, as shown in Figure 10:

Setup 3

In crder to complete setup, a systemn reboot is necessary, Would you like to
reboot now?

es Mo |

Figure 10: Finishing the Setup

Now, you can use the various applications of MS office 2010 suite installed in your computer.

Installation Guide




