
Microsoft Office for Bay District Schools Staff and Teachers    Feb 2016 

Microsoft Office 2016 (or 2013, if desired) is available for FREE to Bay District Schools personnel while 

they are employed by Bay District Schools.  This benefit will allow employees to install the full Office 

applications on up to 5 PCs or Macs for free.  The following instructions will guide you through the 

process of obtaining a copy for your PERSONAL computer. 

This download agreement is between the user and Microsoft.  Please pay close attention to any listed 

support links and phone numbers in case of difficulty during this process.  DO NOT contact the Bay 

District Help Desk if you have problems during this download. 

To sign up, go to http://www.office.com/teachers and enter your “ <username>@bay.k12.fl.us”.  Click 

“Get Started” 

 

 

 

  

http://www.office.com/teachers


 

Click “I’m a teacher” (All Staff) 

 

  



 

The next screen will instruct you to login to your <bay.k12.fl.us> gmail account to complete the 

download and install process. 

If you can’t login to this email account, please contact the BAYNET help desk to get your password reset. 

 

 

 

  



In your email you will have the following message.  If your address is correct, click “Yes that’s me” 

 

 

 

  



Fill out the application that comes up, and click “Start” 

Remember your password.  You can login to the Office 365 home page at http://portal.office.com 

(username@bay.k12.fl.us) for support and other information concerning your office account.  

 

 

 

  

http://portal.office.com/
mailto:username@bay.k12.fl.us


Uncheck the “Bing” & “MSN” checkboxes, then click “Install now” 

 

 

  



 

 

A Save As window will open.  Please save the install file to your Desktop.  On your desktop, click on the 

install file you saved to start the installer. 

 

 

 

  



You will see the following screen.  Installation may take up to 20 minutes.  

 

 

 

 

Enjoy your new Microsoft Office! 

 

 

 

 

 

 


