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Customize settings or change Microsoft Office with
Office Deployment Tool

Office Deployment Tool (ODT) isacommand-line tool that you can use to deploy (install) Office for computers.
Using ODT, you can choose which Office suite to install or remove.

In previous versions of Microsoft Office, users could select Install Options and customize the installation by
installing only the selected Office applications, choosing an application to be installed on the first use, or
completely turning off. application. After that, this can be changed, other Office applications will be installed or
disabled.

In Office 2016 and above, including Office 365, users can no longer do this. The full set of Office applications
will be installed, be it MSI installation from 1SO or Click-to-Run, no longer able to delete or add individual
Office applications.

Office Deployment Tool (ODT) is acommand-line tool that you can use to deploy (install) Office for computers.
Using ODT, you can choose which Office suite to install or remove. You can also add or delete additional
languages ??and edit many different options.

ODT requires a configuration script (XML file), which can be created using the Office Customization Tool or
manually.

This tutoria will show you how to create, modify configuration scripts, and use it with ODT to customize an
Office installation or modify an existing installation.

How to use the Office Deployment Tool to customize settings or
change Microsoft Office

Microsoft Office version

Configure installation options with the Office Customization Tool
Manually configure and edit installation options

Run setup to install Office

Change existing Office settings

SAE I A o

M icrosoft Office version

1. To use ODT, the configuration script requires version information (Product ID) to install. Installing the wrong
version may make activating Office impossible.
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Always use the correct Product ID that corresponds to the Office 365 subscription, product key, or volume
license.

2. Version summary. In the'Activation' column is the activation method available for each version:
P = Product retail key

S = Subscription / license for Office 365 Personal, Home, Business or Enterprise plans

V =Volumelicensing (KMS or MAK)

Product ID Version Activate 0365 Home and Student HomeStudentRetail P 0365 Home and Business
HomeBusinessRetail P Office 2016 Persona PersonalRetail P O365 Personal O365Persona Retail S O365 Home
0365HomePremRetail S 0365 ProPlus O365ProPlusRetail VV O365 Enterprise E3, E4, E5 O365ProPlusRetail
SV 0365 Premium O365BusinessRetail S 0365 Small Business Premium O365SmallBusinessRetail S O365
ProPlus 2019 VL ProPlus2019VolumeV 0365 Standard 2019 VL Standard2019Volume V Office 2019 Home
& Student HomeStudent2019Retail P Office 2019 Home & Business HomeBusiness2019Retail

]

Office 2019 Personal Personal2019Retail

]

Office 2019 Professiona Professiona 2019Retail

P

Office 2019 ProPlus ProPlus2019Retail

P

Configureinstallation optionswith the Office Customization T ool

1. Using ODT requires that the configuration file is in XML format. When the setup is run, it reads the
installation options from this file. Office Customization Tool is a web-based application for creating ODT
configuration files with afew mouse clicks.

2. Go to the Office Configuration Tool.

Note: Microsoft has changed the login requirements for the Office Configuration Tool. Using a Microsoft
account is no longer possible. Signing in now requires an Azure AD account (also called a work or school
account).

Welcome to the Office 365 Client
Configuration Service

Sign in with your Azure AD Account to get access to all the features

3. Expand the Products and releases section :



Microsoft 365

Office Customization Tool

Deployment settings

| " Products and releases

4. Select the bit architecture (# 1), the version of Office from Office Suites (# 2), which Office applications you
want to install and exclude (# 3), your preferred update channel (# 4) and Which version do you want to install
(#5):
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Note:

Select version (# 2 in screenshot):

Office Customization Tool alows you to choose the version of 0365 ProPlus, O365 Business, Office 2019
Standard VL or Office 2019 ProPlus VL.

If you are installing any other version, choose 0365 ProPlus and edit the configuration script in Notepad, when

the configuration file is ready and downloaded to change the version's Product 1D and fix the error. See step 3 on
how to edit a configuration script.

Excluded applications (# 3 in the screenshot):

1. InBusiness and ProPlus versions, exclude OneDrive Desktop. OneDriveisintegrated and pre-installed in
Windows 10, no need to install with Office.

2. In OneDrive (Groove) is SharePoint. Please exclude if not necessary.
3. If your organization has moved to Microsoft Teams, exclude Skype for Business.



Channel selection (# 4 in screenshot):

Monthly Targeted = Office Insider, Updated weekly, shown as Channel =" Insiders" in the script.
Monthly = Updated monthly, displayed as Channel =" Monthly" in the script.

Semi-Annual = Updated twice ayear, in January and July, displayed as Channel =" Broad" in the script.
Semi-Annual Targeted = Updated twice ayear in March and September, shown as Channel =
"Targeted" in the script.
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5. Click Next or expand L anguage.

Select the main installation language and additional languages ??you want to install. In additional languages, you
can choose Full to install the complete language pack. If a full language package is not available, select Partial
to see alist of partialy trandated languages. Proofing shows you languages ??that don't have full or partia
language packs, but Office proofing tools are available.

< Language

Languages

Sefect primary language
English fUnited States)

Sebect additional linguages

Select additional Languages

In this example, the article has chosen English as the primary language and language packs for Finnish,
Swedish and Ger man (Finland, Sweden and Germany).

6. Click Next or expand I nstallation.

Select where Office will be installed. The Office Content Delivery Network (CDN) always downloads Office
installation files from the cloud (recommended, no source path required).L ocal source downloads the Office
setup files to a local or shared folder across the network, and the installation is run from this directory. The
ability to share or folder must exist when the setup is run.



In case you choose L ocal source, setup will check what content is available to share or on certain folders and
download only what's missing. When the setup is run for the first time, content not excluded in the configuration
script will be downloaded and saved on the given Sour ce path . This saves time and bandwidth in case you have
multiple computers. Use the network share feature as the Sour ce path , downloads are only made once, and
Office can be deployed from that share to al computers.

Similarly, if you want to modify an existing Office installation. Suppose you originaly instaled the Finnish
Office, except Access and Publisher. Now, you want to add Swedish, Access and Publisher language packs to
your existing installation. Because the setup has found the Office core to be downloaded and most applications
from the source (shared over the network), just download the added components.

#~  Installation

Installation options

Where do you want to deploy Office from?

(®) Office Content Delivery Network (CON)
\ ) Local source
Source path
Network, local, of HTTP path
G Configuration Manager
show installation to user © D On
Pin icoms to Taskbar .) On
ogging @ o
log file to Network, local TP pa

Turn off Show installation to user if you do not want any information or progress bar on running the
installation to be displayed to the user. But the article recommends that you enable this option.

7. Click Next or expand Update and upgrade .

Select whether you want future updates and updates to be installed from the local CDN or source. Turn on or off
automatic updates, choose whether you want to delete everything left over from the previous MS| installation,
before installing the Click-to-Run version of Office:



<« Update and upgrade
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8. Click Next or expand Licensing and activation .

In case you have selected a volume licensed version of Office in step 4, choose your bulk licensing method. For
all versions, select Automatically accept the EULA . Do not turn on Autoactivate:



-~ Licensing and activation

Product key

(i) Product key settings only apply to volume Ecensed products and suites

) Off

y

Autoactivate
Autematically accept the EULA © m On

Please Nate:

Shared computer activation . ) off

=N
9. Click Next or expand General.

This step is optional, but if desired, you can add your name or the name of an organization and the information
will be saved in the configuration file:

. General

General

Provide your organization name to set the Company property on Office documents
Ten Forums
Provide 3 description for this configuration for documentation purposes

This configuration file will install 0365
ProPlus. Excluded applications: OneDrive
and Publisher.

10. Click Next or expand Application preferences. This step is optional, you can reserve many general Office
options here if you like.

Click an option to change it and set the value as you want:
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A pop-up window opensto allow you to change options:



Show Screen Tips

-

Show Screen Tips

Show feature descriptions W

This policy setting allows you to determine whether Office
applications display screen tips when users hover on commands an
the Office Ribbon, and whether the screen tips display feature names
and descriptions, or just feature names.

If you enable this policy setting, you can select any of the following
options:

- Show feature descriptions: Both feature names and descriptions
appear when users hover over commands on the Ribbon,

- Don't show feature descriptions: Only feature names appear when
users hover over commands on the Ribbon.

- Don't show screen tips: Mothing appears when users hover over
commands on the Ribbon.

If you disable thiz palicy setting. nothing appears when users hover
over commands on the Office Ribbon.

If you do not configure this policy setting, both feature names and
descriptions appear when users hover over commands on the Office L
Ribbon. v

11. All done. Y ou can now export (download) the configuration file:

configurati

o pors A U TUGE HC0AES T e of e End e LOKTE Agremers UL
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[SHCROSCET OFFICE CUSTOALACATION TOOL FRR CLICK-TO-RUN (PRE-RELEASE VERSION)

[Frest icense teems are 2 dQreement Between 00 MICroson Coporatan (o one of as
laffiiatesh. They apply o fhe software named abovlyand soy Microsolt streices o sofwme updales
jentept 16 the extent suth senios o1 updites are panied by rew o1 sdditionsl terms. in which
s5e thode different teims apply ancd dly et sitge Masrosalts rights relsting 10
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File Mame *

| Configueatisnami

Cancel

12. In this example, the article has created a configuration script to install O365 ProPlus, except OneDrive,
Publisher and Skype for Business (displayed as "Lync" in the script). The main language is US English
(American English), additional languages ??are Finnish, Swedish and German (Finland, Sweden and
Germany), and the monthly update channel ( Monthly ). There is no set up display progress for users:

PHP Code;



Here is another sample script to install O365 Home 32 bit in English, with no additional languages.Semi-
Annual update channel, auto turn off update, display setup process for users and EULA automatically accepted.
Office setup files will be downloaded for sharing via the W10PCOfficeSetup network and Office is installed
from there:

PHP Code:

Note that the Semi-Annual channel is displayed as " Broad" in the script above. Monthly Targeted will show
as"Insiders' , Monthly is" Monthly" and Semi-Annual Targeted is" Targeted" .

Manually configure and edit installation options

1. Configuration XML files can be created and edited manually. The sample filesin step 12 in part 2 are a good
base, showing some of the most common options. See the full list of options and commands at:

https://docs. m crosoft. com en-gb/ Depl oyOf fice/ configuration-options-for-the-offi
2. Configuration files can be created in any text editor and named as you like. It must be saved as an XML file

ending in .xml

3. See the second part of the sample script in step 12 of section 2. Because the Office Customization Tool does
not alow the selection of O365 Home version, the example used O365 ProPlus instead when creating the script,
so the Product 1D when exporting script file to PC is. The example changed manually in Notepad to.

The article aso edited the script to exclude Publisher, change the installation source from network-to-cloud
sharing (CDN), to change the update channel to M onthly and add the Finnish language pack .

Hereistheinitial configuration script exported (downloaded) from the Office Customization Tool:

PHP Code:

And here too after manual editing:

PHP Code:

Run setup to install Office

1. Download ODT.



2. Create afolder on the root of C: drive, name it O365 (you can name the folder asyou like).

3. Unblock the downloaded EXE file, then run it. The file name is officedeploymenttool 12345-67890.exe,
where 12345-67890 is the current version number. At the time of thiswriting, the ODT version is 11107-33602.

4. Accept the license, click Continue::

The Microsoft Office 2016 Click-to-Run Administrator Tool x

You must accept the Microsoft Software License Terms in order to continue the installation.

MICROSOFT SOFTWARE LICEMSE TERMS. -
MICROSOFT OFFICE DEPLOYMENT TOOL 2016

These license terms are an agreement between Micresoft Corporation (or based on where you live, one of its affiliates) and you.

Please read them. They apply to the software named above, which includes the media on which you received it, if any. The terms also
apply to any Microsoft

- updates,

= supplements,

» Intermet-based services, and

» support services

for this software, unless other terms accompany those items. If so, these terms apply.

BY USING THE SOFTWARE, YOU ACCEPT THESE TERMS. IF YOU DO NOT ACCEPT THEM, DO NOT USE THE SOFTWARE.

IF YOU COMPLY WITH THESE LICENSE TERMS, YOU HAVE THE PERPETUAL RIGHTS BELOW.

1. INSTALLATIOM AND USE RIGHTS, You may install and use any number of copies of the software on your devices.

2, SCOPE OF LICEMSE. The software is licensed, not sold. This agreement only gives you some rights to use the software. Microsoft
reserves all other rights. Unless applicable law gives you more rights despite this limitation, you may use the software cnly as expressly
permitted in this agreement. In doing so, you must comply with any technical limitations in the software that anly allow you to use it

in certain ways. You may not

+ work around any technical limitations in the software;

» reverse engineer, decompile or disassemble the software, except and only to the edent that applicable law expressly permits, despite
this limitation; v

[ Click here to accept the Microsoft Seftware License Terms, | Continue

5. To extract the ODT, select the folder you created in step 2 in section 4 and click OK :



Browse For Folder b4

Select a folder to store the extracted files

= Pictures ﬁ
ﬁ Videos
w = |ocal Disk (C:)
0365
PerfLogs
Program Files
Program Files (x86)

Users

Windows W

Make Mew Folder QK Cancel

6. Copy the XML configuration file into the same directory.

7. Open Command Prompt with admin rights, navigate to O365 folder with the following command:
cd G865

8. If you selected the cloud (CDN) as the source in step 6 in part 2, enter the following command:

setup. exe /configure YourConfigurationFile.xm

BN Administrator: Command Prompt - setup.exe /configure MyConfiguration.xml

9. Office will be installed as configured in the script.

10. If you selected local or shared network as the Sour ce path in step 6 in section, the Office setup files should
be downloaded first with the following command:

set up. exe /downl oad Your Confi gurationFile.xm



11. Once downloaded, you can install Office from your local source using the command in step 8, section 4.

Note that when installing from network sharing, ODT must be running on the computer on which you want to
install Office. However, the configuration file and the Source path for downloaded Office setup files can be
placed on a network share.

To download:

set up. exe /downl oad Server NameQ365Shar eYour Confi gurati onFil e. xn
Toinstall:

setup. exe /configure Server NameQ365Shar eYour Confi gurati onFil e. xni

Change existing Office settings

1. You can change your current Office settings whenever you want. You can create a new script or modify an
existing one as described in step 3 in part 3

2. Run the modified script with switch / configure as shown in step 8 or step 11 in section 4, depending on
whether the configuration script is saved locally or shared over the network.

3. Office settings will be modified, features removed or added as stated in the configuration file.
All operations are compl eted!
Note:

Depending on the options selected, using ODT to install or modify Office can be confusing, because sometimes
no indication of the processis displayed.

Even if you don't see any progress, keep running the Command Prompt until the setup is ready and Office Setup
is finished. The cursor appears under your command on column 1, the setup is still running, download or install
Office:

Bl Administrator: Command Prompt - setup.exe /configure MyConfiguration.xml

C:\D365>setup.exe fconfigure MyConfiguration.xml

When the installation is ready, a prompt will be displayed:



B Administrator Command Prompt

Y0365 rsetup.exe fconfigure MyConfiguration.xml

Hope you are succesful.

Y ou finished reading the article "Customize settings or change Microsoft Office with Office Deployment
Tool" edited by the TipsM ake team. We hope this article has provided you with many useful tech tips and
tricks. Y ou can search for similar articles on tips and guides. Thank you for reading and for following us

regularly.
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