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How to Know MS Office Version: A Complete Guide to Identifying Your Microsoft Office Edition

how to know ms office version is a question many users ask, especially when troubleshooting issues,
verifying compatibility, or simply organizing software updates. Microsoft Office has evolved over decades,
offering various editions and feature sets. Whether you're using Office 365, Office 2019, or an earlier
release, knowing your exact version can help you make informed decisions about updates, add-ins, or even
licensing. In this guide, we'll walk through simple, effective ways to find out your MS Office version,
explain why it matters, and provide helpful tips along the way.

Why It’s Important to Know Your MS Office Version

Before diving into the “how,” let’s consider why understanding the version of Microsoft Office installed on
your computer is crucial. Each version comes with different features, security updates, and compatibility
limitations. For instance, certain add-ons or templates might only work with Office 2016 or later. Similarly,
if you’re collaborating with others, knowing if you’re on Office 365 or an older perpetual license can
influence file sharing and formatting.

Moreover, when experiencing glitches or needing support, customer service often asks for your Office
version to provide relevant guidance. It also matters when upgrading or deciding whether your hardware
can support the latest Office suite. So, identifying your Office version is a foundational step toward
managing your productivity tools effectively.

How to Know MS Office Version on Windows

If you’re using a Windows PC, Microsoft Office integrates seamlessly with the operating system, making it
relatively straightforward to identify your Office version.

Checking Through an Office Application

The most direct method involves opening any Microsoft Office application, such as Word, Excel, or
PowerPoint. Here’s how:

Open an Office app like Word.1.



Click on the File tab located at the top-left corner.2.

Scroll down and select Account or Help (depending on the version).3.

Look for the About section or Product Information.4.

The version details, including the edition and build number, will be displayed here.5.

This method works for most Office versions from 2010 onward. For example, in Office 365, the Account
page shows if you have a subscription-based version and the update channel.

Using Control Panel to Identify Office Version

Another way to find your Office version on Windows is through the Control Panel:

Open the Control Panel by typing it into the Windows search bar.1.

Navigate to Programs > Programs and Features.2.

Look for Microsoft Office in the list of installed programs.3.

The version or year (like Office 2016 or Office 2013) is often mentioned alongside the program name.4.

This method is particularly handy if you want to see all installed Office products or check whether you
have multiple versions installed.

How to Know MS Office Version on Mac

For Mac users, the process slightly differs due to the macOS interface but remains user-friendly.

Using the About Option in Office Applications

Start by opening any Office app such as Word or Excel:



Launch the Office application.1.

Click on the application name in the top menu bar (e.g., click Word if you’re in Word).2.

Select About [Application Name] from the dropdown menu.3.

A window will pop up displaying the version number and license information.4.

This approach is quick and reveals detailed version information, including build numbers and whether
you’re running a subscription or standalone license.

Checking Through System Information

If you want to delve deeper or verify installation details:

Go to Finder and open Applications.1.

Locate the Microsoft Office application folder.2.

Right-click on an Office app and select Get Info.3.

The Info panel will show the version number under the General section.4.

This method is particularly useful for troubleshooting or when managing multiple Office apps.

Understanding Different Microsoft Office Versions and Naming
Conventions

Once you know how to check your MS Office version, it’s helpful to understand what the version numbers
or names mean. Microsoft has released many editions over time, each with unique features and licensing
models.



Office 365 vs. Microsoft 365

Office 365 was Microsoft’s subscription-based suite offering access to the latest Office apps and cloud services.
In 2020, Microsoft rebranded Office 365 to Microsoft 365, which includes additional features like advanced
security and AI tools. If your version says Office 365 or Microsoft 365, you’re likely on a subscription model
with continuous updates.

Perpetual Versions: Office 2013, 2016, 2019, and 2021

These versions are sold as one-time purchases and don’t receive feature updates but do get security patches.
The year usually indicates the release date. For example, Office 2016 was released in 2015 and includes
features like real-time collaboration and improved data analysis tools.

Legacy Versions

Older versions such as Office 2010 or Office 2007 are still in use but no longer supported by Microsoft.
Identifying these versions can be critical when considering security risks or compatibility issues.

Tips for Managing Your MS Office Version Effectively

Knowing your Office version is just the start. Here are some practical tips to help you make the most of
that knowledge:

Keep Your Office Updated: Subscription users get automatic updates, but perpetual license holders
should check for updates regularly to patch security vulnerabilities.

Check Compatibility: When sharing documents, ensure that file formats are compatible with
recipients’ Office versions to avoid formatting problems.

Leverage Online Tools: Microsoft offers online Office apps through your browser that always run the
latest version—great for quick edits.

Understand Licensing: Knowing if your Office is a volume license, retail, or subscription helps with
activation and managing renewals.



Using Command Line or Registry to Check Office Version
(Advanced)

For those comfortable with technical methods, you can also identify your MS Office version via command
line or registry entries on Windows.

Command Prompt Method

Open Command Prompt and enter:

cd %ProgramFiles%\Microsoft Office\OfficeXX

Replace “XX” with the folder number corresponding to your Office version (like Office16 for Office 2016).
Then, run:

cscript ospp.vbs /dstatus

This script outputs license and version information.

Registry Editor

You can open the Windows Registry Editor by typing `regedit` in the search bar and navigating to:

HKEY_LOCAL_MACHINE\SOFTWARE\Microsoft\Office\XX.0\Common\InstallRoot

Here, “XX.0” represents your Office version number (e.g., 16.0 for Office 2016). The key values provide
install path and version details.

Note: Editing the registry should be done cautiously and only by advanced users.

Finding your Microsoft Office version doesn’t have to be complicated. Whether you prefer using the Office
app interface, system settings, or more technical approaches, each method gives you the information you
need to maintain, update, and optimize your Microsoft Office experience. Knowing your version helps
keep your workflow smooth and ensures you’re always ready to make the most out of this essential
productivity suite.



Frequently Asked Questions

How can I check which version of MS Office is installed on my Windows
PC?
Open any Office application like Word or Excel, go to File > Account, and look under 'Product Information'
where the version number and edition are displayed.

What steps do I follow to find the MS Office version on a Mac?
Open an Office app (e.g., Word), click on the app name in the top menu bar (e.g., Word), then select 'About
Word' to see the version information.

Is there a way to identify my MS Office version using the Control Panel
on Windows?
Yes, open Control Panel > Programs > Programs and Features, then find Microsoft Office in the list; the
version may be displayed next to the product name.

How do I know if my MS Office is 32-bit or 64-bit?
In an Office app, go to File > Account > About (e.g., About Word). The dialog box will show whether the
Office version is 32-bit or 64-bit.

Can I check my MS Office version using a command line?
No direct command line method exists, but you can check the version by running an Office application and
checking the 'About' section from the interface.

Why is it important to know which MS Office version I am using?
Knowing the version helps ensure compatibility with files, enables proper troubleshooting, and determines
eligibility for updates or support.

How do I find the MS Office version on Office 365 subscription?
Open any Office app, go to File > Account, and under 'Product Information,' you will see the version
number and whether it’s Office 365.



Can I identify my MS Office version from a document file?
No, document files do not store version information of MS Office used. You need to check the version from
the Office application itself.

How to check the MS Office version if the app won’t open?
You can check the version via Control Panel > Programs and Features or by looking at the installation
folder properties if the app won’t start.

Is there a difference in checking the MS Office version for Office 2016
and Office 2019?
The method is generally the same: open any Office app, go to File > Account, and view the version info
under 'Product Information.'

Additional Resources
How to Know MS Office Version: A Professional Guide to Identifying Your Microsoft Office Suite

how to know ms office version is a common query among professionals, IT administrators, and everyday
users alike. Whether for compatibility reasons, troubleshooting, or ensuring access to the latest features,
understanding which version of Microsoft Office you have installed on your device is essential. Microsoft
Office, a suite that has evolved significantly since its inception, comes in numerous iterations, including
Office 2010, Office 2013, Office 2016, Office 2019, and the continuously updated Microsoft 365 subscription
model. Identifying your Office version can sometimes be less straightforward than expected, particularly
when managing multiple devices or navigating different operating system nuances.

This article delves into precise methods to determine your Microsoft Office version across different
platforms, explores why knowing this version matters, and highlights key distinctions between versions to
help users make informed decisions about upgrades or compatibility.

Why Knowing Your Microsoft Office Version Matters

Microsoft Office's varied versions differ not only in visual interface but also in feature set, security updates,
and support lifecycle. For example, Office 2010 reached its end of support in 2020, meaning no further
security patches are released, which can pose risks. In contrast, Office 365 (now branded Microsoft 365) is
continually updated with new capabilities and security improvements. From a business perspective,
software compliance and licensing audits often require precise knowledge of installed software versions.



Additionally, certain add-ins or third-party integrations require specific Office versions or builds to function
correctly. Users who collaborate across organizations or platforms may also encounter compatibility issues if
different versions are in use. Therefore, knowing the exact Microsoft Office version can streamline
troubleshooting, ensure better workflow integration, and provide clarity when purchasing upgrades or
additional licenses.

How to Know MS Office Version on Windows

Determining the Microsoft Office version on Windows depends largely on the version installed and the
interface differences between Office 2010 and newer releases.

Using the Office Application Interface

For Office 2013, Office 2016, Office 2019, and Microsoft 365:

1. Open any Office application (e.g., Word, Excel, PowerPoint).
2. Click on the **File** tab in the top-left corner.
3. Select **Account** or **Help** from the menu.
4. Under **Product Information**, the version and build number will be displayed.

For Office 2010:

1. Open an Office application.
2. Click on the **File** tab.
3. Select **Help**.
4. You will find the version information under the **About Microsoft [Application]** section.

The version number displayed here includes the major release and sometimes build numbers, which can
be cross-referenced with Microsoft’s official documentation to identify exact updates and patches installed.

Checking Version via Control Panel

Another way to confirm the Office version is through the Windows Control Panel:

1. Open **Control Panel**.
2. Navigate to **Programs and Features**.
3. Locate Microsoft Office in the list of installed programs.
4. The displayed name often includes the version year, such as "Microsoft Office 2016" or "Microsoft 365



Apps for enterprise."

While this method is straightforward, it may not provide detailed build numbers or subscription status,
which can be essential for troubleshooting.

Command Line and Registry Methods

For IT professionals seeking a programmatic approach, the Office version can be identified via command
line or registry queries.

- **Command line:** Running the executable with a version flag (e.g., `winword.exe /v`) may output
version details.
- **Registry:** Office version information is stored under registry keys such as
`HKEY_LOCAL_MACHINE\Software\Microsoft\Office\XX.0\Common\InstallRoot` where XX corresponds
to the Office version number (e.g., 16.0 for Office 2016/2019/365).

These methods are more advanced but invaluable for bulk audits or scripting environments.

How to Know MS Office Version on macOS

Microsoft Office for Mac users can ascertain their version through the application menus:

1. Launch any Office app such as Word or Excel.
2. Click on the application name in the macOS menu bar (e.g., **Word** > **About Word**).
3. The dialog box that appears will show the exact version number along with build information.

Since Microsoft 365 for Mac receives frequent updates, this method ensures users are aware of the current
update level. Additionally, macOS users can also check the version via the **Applications** folder by right-
clicking the Office app, selecting **Get Info**, and reviewing the version number listed.

Understanding Microsoft Office Version Numbers and Naming
Conventions

Microsoft Office versions are often identified by their release year, but the underlying version numbers
can be confusing. For example:

- Office 2010 corresponds to version 14.0



- Office 2013 corresponds to version 15.0
- Office 2016 and Office 2019 correspond to version 16.0
- Microsoft 365 continuously updates on version 16.x builds

This versioning can complicate identification, especially when build numbers define security patches or
feature updates. The naming conventions also differ between perpetual license versions (Office 2019) and
subscription-based Microsoft 365, which impacts both update frequency and support.

Differences Between Perpetual and Subscription Models

One significant aspect when determining your Office version is understanding whether you have a
perpetual license or a subscription:

- **Perpetual licenses** (e.g., Office 2019, Office 2016) are one-time purchases. They receive security
updates but no new features post-release.
- **Microsoft 365 subscriptions** provide continuous feature updates, cloud integration, and multi-device
licenses.

The user interface in Office 365 apps may look similar to Office 2019, but version information and update
histories differ. Knowing your version helps anticipate future updates and support timelines.

Practical Implications of Knowing Your Office Version

Once you know your Microsoft Office version, several practical benefits emerge:

Compatibility Assurance: Ensures documents created on one system open correctly on another
without feature loss or formatting issues.

Security Compliance: Identifies whether your Office suite is up to date with essential patches.

Feature Awareness: Helps users understand what functionalities are available, such as collaboration
tools exclusive to Microsoft 365.

Upgrade Planning: Facilitates decisions on whether to upgrade to newer versions or switch to a
subscription model.

Technical Support: Provides support personnel with necessary information to troubleshoot issues
effectively.



For businesses, this knowledge can influence software deployment strategies, budgeting for licensing, and
maintaining operational efficiency.

Additional Tools to Identify Office Version

Several third-party tools and scripts exist to scan systems and report installed software versions, including
Microsoft Office. These can be particularly useful in enterprise environments with multiple devices. For
example:

Belarc Advisor: Provides detailed system and software inventories.1.

Speccy: Offers hardware and software information summaries.2.

PowerShell Scripts: Custom scripts can extract Office version information remotely.3.

While Microsoft provides built-in methods, these tools augment visibility and automate version tracking.

Microsoft’s own Office Support website also maintains updated lists correlating version numbers with
release dates and features, which can be referenced once the version number is obtained.

The process to determine your Microsoft Office version, though seemingly simple, involves nuances that
depend on your operating system, type of installation, and whether you use a perpetual or subscription-
based model. By systematically applying the methods discussed, users and administrators can confidently
identify their Office version, ensuring compatibility, security, and optimal productivity.
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