
  

 

Table of Contents 
1. Manual installation .......................................................................................................... 2 

2. Automatic installation ...................................................................................................... 6 

3. What do I do when it’s done? .......................................................................................... 9 

4. Office 2016 activation ..................................................................................................... 9 

5. Skype for Business ....................................................................................................... 12 

6. MS Project and MS Visio .............................................................................................. 13 

7. Pinning Office apps to the taskbar ................................................................................ 13 

8. Additional information ................................................................................................... 14 

 

 

 

 

 

 

 

 

 



  

 

1. Manual installation 
What do I need to do?  
Step 1: Click on the Windows Start Menu, and click on All Programs 

 

Step 2: Scroll down and find Microsoft System Center. 

Click to open the folder, then click and open the Configuration Manager folder. You should 

find Software Center here. 

 

 

 



  

Step 3: Click on Software Center, which should open up a new window. 

 

 

Step 4: In the new window, you should see the following icon, click on the Office 365 ProPlus 

– Deploy Office icon. 

 

Step 5: On the next screen, click the Install button. This can take up to an hour to install. 

Please ensure you save any work before running the installation as this will uninstall 

your previous version of Office 2010! 



  

 

How long will the update take?  
The installation can take up to an hour. This will be dependent on your method of connection 

to the LBB network. We would recommend that you connect via a network cable at your 

desk to ensure good network performance.  

We also recommend allocating approximately an hour for the full update process.  

 

How do I know if the update is complete? 
Unfortunately, there is no progress bar showing progress of the installation. 

When the installation is completed, the installation screen should show the status as 

Status: Success or it might show a Status: Installed.  

 



  

 

 

 

 

  

  

 

  



  

2. Automatic installation 
For some users the process started automatically. If you were not part of that process 

you will need to follow a manual process (see point 1) 

What will I see? 
The following message will appear, and the installation process will start. 

 

What happens then? 
You will have a very short space of time to save your work (Outlook, Word, Excel, 

PowerPoint) before Office 2010 is uninstalled from your device. 

How do I check progress or know when it’s completed? 
Step 1: Click on the Windows Start Menu, and click on All Programs 

  

Step 2: Scroll down and find Microsoft System Center. 

Click to open the folder, then click and open the Configuration Manager folder. You should 

find Software Center here. 
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Step 3: Click on Software Center, which should open up a new window. 

  

 



  

Step 4: In the new window, you should see the following icon, click on the Office 365 ProPlus 

– Deploy Office icon. 

 

Step 5: When the installation is completed, the installation screen should show the status as 

Status: Success or it might show a Status: Installed.  

Unfortunately, there is no installation progress indicator or progress bar. 

  

 

  



  

3. What do I do when it’s done? 
What will happen when the installation is finished?  
Once the installation is completed, you should have Office 2016 (Outlook, Word, Excel, 

OneNote, OneDrive, PowerPoint) and Skype for Business on your desktop or laptop. 

 

Where do I find the Office 2016 applications? 
 You will be able to find these applications in the Start Menu, and then clicking on All 

Programs. 

I can’t find the Office 2016 apps! 
Sometimes it can take a couple of minutes following the completion of the installation for the 

applications to appear in your start menu. 

My icons have gone white! 

 

You will need to right click and select unpin this program from taskbar. Then follow the 

instructions in section 6 to pin the new 2016 applications. 

 

4. Office 2016 activation 
Once the installation is complete, you can launch Office 2016 applications.  
When you first launch an Office 2016 application, you should be presented with the following 

screen:  

  

Please enter your LBB email address and click Next. 

This should link your LBB account to your LBB Office 365 subscription, and you should then 

be prompted to login. Please enter your LBB email address and LBB password.  



  

  

Once completed, you should then see the window below. Please click OK. 

  

You might also be presented with the following screen: 

 

  

Click Accept  

This will complete all the steps required to activate your Office 365 subscription. 

 

 

 

 

 



  

A window has appeared saying “Don’t lose access to your account!” 

 

This is an additional security measure. You can either setup using a phone number, or an 

email address. Please click Set it up now and follow the onscreen instructions. Please use 

your LBB phone number (mobile or desk phone). 

If you use your mobile, you can choose to receive a call or a text message. Please select 

your preferred method and follow the instructions. Once completed, click the Verify box. 

Once you have successfully done this, please click Finish. 

 

Launching Word, Excel or PowerPoint for the first time 
If you launch Word, Excel or PowerPoint for the first time, you may also be presented with 

the following screen. Please ensure to tick Office Open XML formats and click OK.  

  



  

5. Skype for Business 
Where do I find Skype for Business? 
This can be found in your Windows Start Menu. 

  

 

How do I login to Skype for Business?  
You will be prompted to login. Please enter your LBB email address and click Sign In. 

 



  

You will then be asked to put in your LBB password. 

You will then be asked the following, please ensure you click Yes. 

 

6. MS Project and MS Visio 
I had MS Project 2010 or MS Visio 2010 on my laptop and need it for work, but 

it’s gone and has been replaced with the 2016 version, and I can’t activate them. 

What do I do?  
Unfortunately, the Office 365 install process will uninstall MS Project and MS Visio from your 

machine and replace it with the latest version. However, LBB are not licenced for the latest 

version of these products. 

We will need to go through the reinstall process of these products for you. Please log a ticket 

through the IT self-service portal and we will arrange a suitable time to do this. 

7. Pinning Office apps to the taskbar 
My taskbar still has the old Office applications on it 
They probably look something like this. This is because they link to the old Office 2010 

applications that no longer exist. 

 

You can unpin the old applications from the taskbar by right clicking on it and clicking Unpin 

this program from taskbar. 

I want to pin the Office applications to my taskbar 
Pinning applications to your task bar (like below) gives you the ability to quickly access the 

applications without having to go through the Start Menu. 

  

You can do this by finding the application from the Start Menu, right clicking on it, and 

selecting Pin to Taskbar. 



  

8. Additional information 
What do I need to be aware of?  
Some of your Outlook settings might go missing, or be reset to default. These include:  

• Loss of email signature  

• Rules and alerts  

• Access to your .PST file – these may need to be re-added 

• Shared/generic mailboxes and shared calendars that you have permission to access 

may need to be re-added  

 

If you experience any issues with your PST and shared/generic mailboxes, please log a ticket 

through the IT self-service portal. 

When do I get my headset?  
Headsets will be issued to you as part of the telephony and audio/video conferencing roll-out 

taking place from March 2018 onwards. You will receive a direct invite to Skype train or will 

be advised to pick up your headset.  


