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Obtain the Microsoft Office over the HTW Chur (employee) 
 
Obtaining of the Microsoft Office 
 

1. Open the Intranet (my.fh-htwchur.ch) of the HTW Chur and click on IT-Services and 
then Microsoft Office. 

2. Click on the link “SoftwareOne” below (link to the online shop). 
 

 
 

3. Click top left on “Login”  
 

 
4. Register with your HTW Chur username and password and click on “Akzeptieren” in the 

second page. 
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5. Left side below “Products” click on “Office 365”. 
 

 
 

6. Choose the program „Office 365 Faculty (1 year subscription)“ and add it to your Cart 
 

 
 

7. Click on the Cart and choose „preview“ 
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8. Click „Checkout“ 
 

 
 

9. The order can be finished with the followed pictures. If there is no picture, just click on 
next. 
 

 
 
If required, fill in your address. 
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Installation 
 

1. The following e-mails should be in your Inbox. 
 

 
 
„Receipt for Order Number“ -> Summary of the order 
„Access granted to Azure…“ -> Confirmation that your login for the download of the 
Office     is active now  
„Azure Login Information“ -> Login information for the download of the Office 
 

2. Click on the link in the first mail (“Azure Login Information”). 
 

 
 

3. Log in with your login information you got in one of the three mails. 
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4. Click on “Install now”. 
 

 
 

5. Save the file. 
 

 
 

6. Execute the saved file with a double click. 
7. Agree the license agreement. 

 
 

8. Now the Microsoft Office will install itself in the background. 


