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Microsoft® Home Use Program for
Commonwealth of Virginia Employees

The Microsoft® Home Use Program is a benefit of the VITA/Northrop Grumman licensing program with
Microsoft. It gives commonwealth employees a free license for specific Microsoft® applications for personal
use for a nominal download fee of $9.95. It is available to employees who work at the executive branch
agencies that are included in the IT infrastructure transformation. Employees may install and use the software
on one home computer. Read the questions and answers below for system requirements and details. To get
started, go to http://www.microsofthup.com/hupus/home.aspx.You will need the program code (see your AITR)
and a major credit card to pay the download fee.

Questions and Answers

Q. Am | eligible to participate in the Home Use Program?

A. As long as you are employed by the commonwealth, you are eligible for this benefit. Should you leave
commonwealth employment, you are no longer eligible and must uninstall the software from your home
computer at that time. For more information about the terms and conditions of your Volume License,
please visit the Microsoft® Home Use Program Terms of Use Policy.

Q. Is there any cost to participate in the Home Use Program?

A. The license is free. However, there is a one-time fee of $9.95 to download the installation package
directly to your home computer. For an additional $13.00, you may purchase a copy of the software on a
DVD that will be shipped to your home. You are responsible for paying these fees and any applicable
taxes.

Q: Can | buy more than one copy or install the application on multiple computers?
A: No. The Home Use Program entitles you to one license for the covered Microsoft software.

Q: May | copy this program or give it to relatives or friends? Can | share the codes with them?
A: No. You may not make additional copies of the software or give your copy to someone else. The
program code is for employee use only.

Q: What if | want the confirmation email to be sent to my personal email address?

A: As you must register with your work email address, the confirmation email from Microsoft will be sent
automatically to your work address. However, you can simply forward this email to your preferred address
once you receive it.

Q: What applications are available through the Home Use Program?

A: You may download the software installed on your work computer. The products available include:
Microsoft® Office Professional Plus 2013, Microsoft® Office Project Professional 2013 and Microsoft®
Office for Mac 2011.
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Q: | have Office 2003 and/or 2007 on my work computer. Why is the software available for Office
20137

A: Microsoft determines which products are available through its Home Use Program and the products
are not related directly to the software in use by the commonwealth. The Microsoft 2010 and 2011
products work with Windows XP SP2 and later operating systems, but an upgrade to Microsoft 2013
products requires Windows 7 or MAC OS X version 10.6 or later operating systems

Q: What does my home computer need to run Office 20137

A: Microsoft provides minimum system requirements here. These are considered minimum requirements;
for optimum performance you likely will want more resources. Generally speaking, you will need a
system with 3GB of free disk space, a DVD-ROM drive, and the Windows 7 or MAC OS X version 10.6
or higher operating system for the Windows version of Office. Office will install and run both 32 and 64-bit
versions of the Windows operating system. You are responsible for meeting any Microsoft Office 2013
requirements; operating system or hardware upgrades are not covered by the Home Use Program.

Q: What happens when Microsoft releases a newer version for home use?
A: You may download and install it when it is available. You will have to pay the download fee again.

Q: My work computer is PC-based. Why is Microsoft Office for Macs offered?
A: Microsoft Office for Macs is available for commonwealth employees who have Macs at home and
want to replicate software they use in the office on their home Mac.

Q: | want to use Visio/Project at home, but it’s not installed on my computer at work. Can |
purchase Visio and/or Project through the home use program?

A: No. You can only obtain for home use those Microsoft products listed and installed on your workplace
computer.

Q: I’'m about to get a new computer at home. Is it possible for me to transfer my Home Use
Program from my old computer to my new one? | still have the original installation DVD from
Microsoft.

A: Yes. You may reassign the license on your new computer. When you reassign the license, your new
computer becomes the licensed device and you must uninstall the software from your old computer.

Q: Who do | contact if | have trouble downloading the software or have problems with use of the
software?

A: Please contact Microsoft’s Product Support by calling (800) 642-7676 or through the Microsoft E-mail
Support Form. DO NOT CALL the VITA Customer Care Center (VCCC); Home Use products are
supported directly by Microsoft.

Q: I'm ready; how do | get my Home Use Program software?
A: From your home computer, go to http://www.microsofthup.com/hupus/home.aspx and follow the
process shown below.
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How to purchase the Home Use Program

Step 1 -- Go to Microsoft® Office Home Use Program home page and type in your work e-mail address

(agency e-mail) and program code and click “Submit.”
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Step 2 -- Once eligibility to participate in the program is confirmed, an e-mail will be sent to you listing the
software you are entitled to purchase. Click the “Buy Now” link in the e-mail to purchase.
NOTE: Make sure you are using the computer you want to load the software on when you click the “Buy
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Step 3 -- Select the product by clicking “Add to Cart”
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Step 4 -- Select whether you want to order a DVD copy of the software for an additional cost. After
making your selection click “Check Out.”
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Step 5 -- Enter your billing information and click “Continue.”
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Step 6 -- Confirm your billing information and click “Confirm.”
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Step 7 -- Click “Download.” The file will be saved as an executable file (.exe file) on your desktop. The
screen will provide you with a key to unlock it and install the application(s).
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