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How to Install Microsoft Office on Mac: A Step �by �Step Guide

Whether you’re a student, a professional, or a creative freelancer, Microsoft Office remains the most widely used

productivity suite on the planet. For Mac users, installing Office can seem intimidating at first, especially with the

recent changes in Apple Silicon, macOS updates, and the variety of Office editions available. This comprehensive

guide walks you through every detail—right from choosing the right version to troubleshooting common installation

hiccups—so you can get your Word, Excel, PowerPoint, Outlook, and other Office apps up and running in no time.

Why You’ll Need Microsoft Office on a Mac

Mac users often rely on native applications like Pages, Numbers, and Keynote. However, many organizations and

educational institutions still use Microsoft Office for compatibility, advanced features, or collaborative workflows.

Installing Office on a Mac gives you:

•  Industry �standard document formatting and collaboration tools.

•  Access to powerful features like Excel’s Power Pivot or Word’s advanced mail merge.

•  Seamless integration with Microsoft 365 services such as OneDrive, Teams, and SharePoint.

•  Cross �platform consistency if you switch between Windows and macOS.

Before You Begin: System Requirements and Prerequisites

Before you download or purchase Office, confirm that your Mac meets the minimum requirements. Microsoft’s

official documentation lists the following:

1.  macOS Version: macOS 11.0 (Big Sur) or later. Some older Office versions may support macOS 10.15 

(Catalina), but for the newest Office 2021 or Office 365, Big Sur or later is required.

2.  Processor: Intel x86 �64 or Apple Silicon (M1, M1 Pro, M1 Max, M2). Office 2021 and Office 365 are available 

for both architectures.

3.  RAM: Minimum 4 /GB; 8 /GB or more recommended for smooth multitasking.

4.  Storage: At least 3 /GB of free disk space for installation, plus additional space for updates and user data.

5.  Internet Connection: Required for downloading the installer and activating the license. Some features (e.g., 

real �time co �authoring) also need an active connection.

Check your Mac’s Apple menu !’ About This Mac  to confirm the operating system and hardware details.

Choosing the Right Office Edition for Mac

Microsoft offers several Office editions tailored to different needs. Understanding the differences helps you pick the

one that best matches your workflow:

Office 365 (Microsoft 365)

Also known as Microsoft 365, this subscription model delivers continuous updates, cloud storage, and access to

the latest Office apps. It’s ideal for users who need the newest features and want the flexibility of a cloud �based

service.



Office 2021 (One �time Purchase)

Office 2021 is a perpetual license for Mac, giving you the core Office apps without ongoing subscription fees. It’s a

good choice for users who prefer a one �time investment and do not need the latest updates.

Office 2019/2016 (Legacy Editions)

These older versions are still available for purchase but lack many modern features and updates. They’re mainly

relevant for organizations with strict licensing or compatibility requirements.

How to Subscribe to Microsoft 365 for Mac

Follow these steps to get a Microsoft 365 subscription that works on your Mac:

1.  Navigate to the official Microsoft 365 page.

2.  Choose a plan that fits your needs: Microsoft 365 Personal (1 user) or Microsoft 365 Family (up to 6 users).

3.  Click Buy now and complete the checkout process.

4.  After purchase, you’ll receive a confirmation email with a Product ID and a link to download the installer.

Downloading Microsoft Office for Mac

Once you have a subscription or a license key, you can download the installer from the Microsoft website or the

App Store. The steps below cover both methods:

Method 1: Official Microsoft Installer

1.  Log in to your Microsoft account at account.microsoft.com.

2.  Navigate to the Services & subscriptions section.

3.  Find your Microsoft 365 subscription and click Install Office.

4.  Choose the macOS version (Apple Silicon or Intel) that matches your Mac’s architecture.

5.  Click Download. The installer (.pkg file) will appear in your Downloads folder.

Method 2: Apple App Store

For a more streamlined experience, you can also install Office from the App Store:

1.  Open the App Store on your Mac.

2.  Search for “Microsoft Office” or “Microsoft 365.”

3.  Click Get and sign in with your Apple ID.

4.  Once the download completes, the installer will launch automatically.

Using the App Store ensures you receive automatic updates, but it may require a separate Microsoft account sign �in

during installation.

Installing Microsoft Office on Mac: Step �by �Step

Now that you have the installer, let’s walk through the installation process. The steps are similar regardless of the

download method, but we’ll cover both for completeness.

Step 1: Launch the Installer

Locate the downloaded file in your Downloads folder. It will be named something like 

Microsoft_Office_Installer.pkg. Double �click to open it. If you’re installing from the App Store, the installer will

launch automatically.

Step 2: Read the License Agreement



Click Continue and read the End �User License Agreement (EULA). Once you agree, click Agree to proceed.

Step 3: Choose the Installation Destination

By default, Office will be installed in the Applications folder. If you prefer a custom location, click Customize… and 

select your desired destination. Then click Install.

Step 4: Enter Your Admin Credentials

macOS may prompt you for an administrator username and password. Enter the credentials for an account that has

permission to install software.

Step 5: Wait for the Installation to Complete

The installer will copy files and configure the Office suite. This process typically takes 5–10 minutes, depending on

your internet speed and system performance.

Step 6: Sign In and Activate

After installation, launch any Office app (e.g., Word). The first time you open it, you’ll be prompted to sign in with 

your Microsoft account. Enter your credentials, and Office will activate automatically. If you’re using a license key 

(e.g., Office 2021), click Activate and paste the key when prompted.

Post �Installation: Setting Up Your Office Apps

Once Office is installed and activated, you can customize it to fit your workflow:

Customize the Ribbon and Toolbar

Right �click any tab to add or remove commands. Drag icons to the toolbar for quick access.

Set Up OneDrive for Cloud Storage

Open any Office app, click File !’ Open !’ OneDrive to sign in and sync your files.

Enable Real �Time Collaboration

When multiple users edit the same document, Office automatically syncs changes. Ensure you’re connected to the

internet and that everyone has a Microsoft 365 or Office 2021 license.

Troubleshooting Common Installation Issues

Even with a smooth process, you may encounter hiccups. Below are solutions for the most frequent problems.

Problem: Installer Fails to Launch

•  Check that the file is not corrupted. Re �download from the Microsoft website.

•  Ensure you’re running a compatible macOS version (Big Sur or later).

•  Run Disk Utility !’ First Aid on your system drive to fix disk errors.

Problem: Activation Fails

•  Verify your internet connection.

•  Sign out of all Office apps and sign back in.

•  Clear the Office cache: ~/Library/Group Containers/UBF8T346G9.Office (rename the folder). Then retry 

activation.

Problem: Office Apps Don’t Update

•  Open any Office app !’ Help !’ Check for Updates.



•  Ensure you have the latest macOS update installed.

•  If using the App Store, updates may be delayed; check App Store !’ Updates.

Problem: Compatibility Issues on Apple Silicon

•  Make sure you downloaded the Apple Silicon version of Office. The Intel version will run under Rosetta 2 but 

may have performance penalties.

•  To install Rosetta 2 manually: Open Terminal and run softwareupdate --install-rosetta --agree-to-license.

Alternative Installation Methods

If you’re looking for a lightweight or portable solution, consider these options:

Office Online (Web Version)

Access Word, Excel, PowerPoint, and Outlook directly in Safari or Chrome without any installation. Features are

slightly limited compared to the desktop apps, but it’s handy for quick edits.

Office Mobile Apps on iPad

Download the Office mobile apps from the App Store. They provide a touch �friendly interface and sync with

OneDrive.

Virtualization or Parallels Desktop

Run a Windows virtual machine on your Mac and install the Windows version of Office. This is useful for users who

need Windows �specific features or legacy compatibility.

Uninstalling Microsoft Office from Mac

If you need to remove Office, follow these steps to ensure a clean uninstall:

1.  Open the Applications folder and locate the Office suite (Word, Excel, PowerPoint, etc.).

2.  Drag each app to the Trash or right �click and select Move to Trash.
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