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INSTALLATIEHANDLEIDING Microsoft 365 Family 

Attention: Microsoft 365 will automatically be linked to the Microsoft account you’re signed in with. We 
recommend signing in with a personal Microsoft account to guarantee continued access to your license. 
 
Step 1: Order Microsoft 365 Personal on SURFspot. You will now get an email on the email address 
you provided from noreply@activate-here.com, with the subject title “Namens SURF B.V. uw download 
code”. You can find a link to the environment where you can activate your license code. Click on the 
link in the email. 
 

 
 
Step 2: You will now be redirected to the environment where you can activate your license code. Sign 
in with the username and password you received via email.  
 

 
Step 3: Change your password and click on “Wachtwoord wijzigen” to confirm. 
 

 
 
 
Step 4: Accept the terms and conditions by checking the box next to “Ik accepteer de algemene 
voorwaarden”. Then, click on “Bevestigen”. 
 

mailto:noreply@activate-here.com
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INSTALLATIEHANDLEIDING Microsoft 365 Family 

 
 
Step 5: Enter your name and click on “Bevestigen”.  
 

 
Step 6: You are now logged in. Click on the key under “U hebt 1 van 1 Codes beschikbaar”. 
 

 
 
Step 7: Click on “Claim uw code”. 
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Step 8: Click on the arrow to activate your code. 
 

 
 
Step 9: Click on “Installeer producten” and click on the download link. 
 

 
 
Step 10: You will now be redirected to the page where you can install Microsoft 365 Family. Click on 
“Get Started”. 
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Step 11: Sign in with your Microsoft account and click on “Next”.  
 

 
 
Step 12: Enter your password and click on “Sign In”. 
 

 
 
Step 13: In the next screen you can redeem your license code. Enter your license code, you can fin 
dit after you redeemed your code in step 8 below “Beheer Uw Codes”. Click on “Next”. 
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Step 14: Click on “Next” to confirm your license code. 
 

 
 
Step 15: You will now be provided with the option to automatically renew your license. Attention: 
Click on “No, thank you” to turn this off. If you add your payment information, Microsoft will be able to 
automatically renew your license.  
 

 
 
Step 16: Click on “No, thank you” to definitively turn off automatic renewal. 
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Step 17: Click on “Inwisselen” to redeem your code. 
 

 
 
Step 18: You will be automatically redirected to your Microsoft account. On the top right, click on 
“Install desktop apps” to install the desktop apps. Do you want to share your license with others? Click 
on “Share Now” and continue to step 33. 
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INSTALLATIEHANDLEIDING Microsoft 365 Family 

Step 19: Choose the language and the version of Microsoft 365 you’d like to install and click on 
“Install”. The installation file will now download. 
 

 
 
Step 20: Click on the installation file, the installation will now start.  
 

 
 
Step 21: Microsoft 365 will now install, this may take a while. 
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INSTALLATIEHANDLEIDING Microsoft 365 Family 

Step 22: You will now get a notification that the installation is complete. Click on “Close’. 
 

 
 
Step 23: Open a Microsoft 365-app (e.g. Word). You will now be asked to sign in to Microsoft. Click 
on “Continue”. 
 

 
 
Step 24: Enter your email address and click on “Continue”. 
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Step 25: Enter your password and click on “Sign In”. 
 

 
 
Step 26: Choose if you would like to use this email address to sign in to all things Windows, or just 
the Microsoft apps. Then, click on “Next”. 
 

 
 
Step 27: Read through the user license agreement and click on “Accept”. 
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Step 28: Read through the privacy agreement and click on “Next”.  
 

 
 
Step 29: You are now given the option to choose whether to share diagnostic and user data with 
Microsoft. If you want to share this, click on “Sent optional data”. If you don’t want to share this, click 
on “Do not share optional data”.  
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Step 30: You are now given the choice whether you want to receive personalized offers from 
Microsoft. If you would to receive those, choose “Adjust to personal preference”. If you don’t want to 
receive those, choose “Do not adjust offers to personal preference”. 
 

 
 
Step 31: Click on “Done”, the installation and activation is now complete.  
 

 
 
Step 32: You can now use your license! If you want to check if your license has been successfully 
activated, open an empty Word document and click on “Account”, this is where you can find all the 
information about your license.  
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Sharing your license 
 
You can share your account with a maximum of five users, these users will become part of your family 
group. For more information, check out the Microsoft website. 
 
Step 33: In your Microsoft account overview, click on “Share”. 
 

 
 
Step 34: Choose how you’d like to share your license, you can do this by hyperlink or sending an 
email. In this case we’ll choose “Send invitation by email”.  
 

 
 
Step 35: Enter the email address of the user you’d like to share the license wit hand click on “Share”.  
 

  
 

https://support.microsoft.com/en-us/office/share-your-microsoft-365-family-subscription-b389b9ce-3ae3-4a82-9017-39d79972fcba
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Step 36: The user will receive an email with an invitation to joint he family group. Click on “Get 
Started”.  
 

 
 
Step 37: Click on “Join now” to use the Microsoft 365 license. 
 

 
 
Step 38: You now have access to the Microsoft 365 apps. Click on “Start using the Microsoft 365-
apps” to get started with your license.  
 

 
 



 
   
 

 

  
15 

  

INSTALLATIEHANDLEIDING Microsoft 365 Family 

 
 

  
    

 
 

15 INSTALLATIEHANDLEIDING Microsoft 365 Family 


