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INSTALLATION MANUAL Office 2021 

Notice: Before you begin the (re)installation of Office 2021, the following points are important: 
 
Activate & Reinstall: 
 
-   Always install the software with a working internet connection. Going offline can cause an 

incorrect installation. 
-  Do not worry if you are not required to enter the license code. Being online often activates the 

code automatically. 
-  Install the software within one month of purchase. The download link can also be found in 

your Microsoft account, see page 6. 
-  Sign in with your own Microsoft account. This account is not under our management, so 

please save the email address for yourself.  
-  If you get the message that the code is already in use, then most likely the code has already 

been activated on a Microsoft account. In that case, you can follow the steps from page 6. 
 
-  If you have already installed Office on your computer or if you have a trial version, please 

uninstall it first. The best way to do that is by using the Easy Fix Tool. 
 
 
 
 
 
 
 
 
 
 
 
 
 
Activating Office 2021 for Windows............................................. 3 
Reinstalling Office 2021 for Windows.......................................... 6

https://support.microsoft.com/en-us/office/video-uninstall-office-dc998d82-350e-432b-a09f-a5225d10b90d?ui=nl-nl&rs=nl-nl&ad=nl
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Installing Office 2021 for Windows 
 
Step 1: Order Office 2021 from our website. Within 15 minutes you will receive several emails from us 
confirming your order and giving you the download details. You can always find this information in 
your account under 'Orders'. 
 
Step 2: Click on the download link. You will now be redirected to the download page. 
 

 
 
Step 3: Click on the ‘Download’ button. Please note that the basic one-month access guarantee 
applies to access the download, not to use of the software itself. 
 
Step 4: The setup will now be downloaded. When this is finished, click on the file. If you cannot find it 
at the bottom of the screen, go to downloads and find the file there.  
 

 
 
Step 5: Next, you will be taken to the screen where the installation is prepared. Please note that this 
can take some time! Do not abort the installation, but give this time. 
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INSTALLATION MANUAL Office 2021 

Step 6: The installation is now complete. Click 'Sluiten (Close)' on the screen below. 
 

 
 
Step 7: Start an Office program. You can do this by going to 'Start' and typing 'Word'. Click on the 
program and open it. Click on 'Aanmelden (Sign in)' in the top right corner. 
 

 
 
Step 8: Sign in with your own Microsoft account. 
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INSTALLATION MANUAL Office 2021 

Step 9: Do not worry if you are not required to enter the license code. Being online often activates the 
code automatically.  
 
Office 2021 is now ready to use! 
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 Reinstalling Office 2021 for Windows 
 
Step 1: First, remove your current Office installation. You can do this by using the Easy Fix Tool. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Step 2: After you have completely removed Office from your device, you should also check whether 
you are logged out from all Microsoft websites etc. If not, please do so. 
 
Step 3: Next, download Office 2021 from this download link. 
 
Step 4: Install the software using the link above. After you have done this you can open e.g. Word. 
Right after opening the software you will see a pop-up window (unless you are logged in somewhere 
with a Microsoft account!) in which you are asked to log in. In this same window you also get the 
option not to do this, and instead enter your product code to activate the software. Choose this option, 
often called ‘In plaats hiervan een productcode invoeren (Enter product code instead)' and enter your 
product code.  
 
 
 

https://support.office.com/nl-nl/article/video-office-verwijderen-dc998d82-350e-432b-a09f-a5225d10b90d#ID0EAABAAA=Probeer_het_zelf
https://surfdrive.surf.nl/files/index.php/s/JZZesK9YxFMWdMW
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If you do not see a pop-up window, go to File > Account and click 'Change License'. 
 
Step 5: Now your software should be properly activated. You can check this by clicking on 'File' within 
Word and selecting 'Account'. Here you can see which installation is currently active on your device 
and if it has been activated correctly. 
 

 
 
If you have any questions, please contact us at info@surfspot.nl or for Schoolspot at 
info@schoolspot.nl.   
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