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Signing into Microsoft Office 365 with MFA

Sign into Office.com

Follow these instructions to sign in to Microsoft Office 365 after setting up Multifactor
Authentication.

1. Open a web browser and navigate to https://www.office.com.
2. Click the “Sign in” button at the top right of the webpage.

Other bookmarks

. s
All Microsoft ~ | Signin :\.54\ ] b—

+

3. Employees Sign into Office 365 using yourusername@yvictoriacollege.edu. Students Sign
into Office 365 using V#@student.victoriacollege.edu then Click Next.

Note: This is NOT your email it is the same username you use to log in to your office PC or
the Pirate Portal.

P

BE Microsoft B8 Microsoft

Sign in Sign in

Jdoe@victoriacollege.edu w V1234567 @student.victoriacollege.edu n
Mo account? Create one! Mo account? Create one!

Can't access your account? Can't access your account?
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On Phone

4. After you enter your password, you will be presented with this window in your computer’s
browser:

= Microsoft

jdoe@victoriacollege.edu
Approve sign in request

@ Open your Authenticator app, and enter the
number shown to sign in.

73

MNo numbers in your app? Make sure to upgrade to
the latest version.

| can't use my Microsoft Authenticator app right now

5. Tap the push notification to input the code from your PC into the Microsoft Authenticator app
on your phone.

%
1513

Monday, February 13
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6. Enter the code from your computer’s browser into the Microsoft Authenticator app, then tap

“Y ”
es .
1:37
< Search
Are you trying to sign in? . :
youtrying £a sig victoriacollege.edu
victoriacollege.edu college.edu
jdoe@victoriacollege.edu
Enter the number shown to sign in. S |1
App ": Are you trying to sign in? famnity
OfficeHome 2 victoriacollege.edu
jdoemvictoriacollege.edu
Location Or
TX, United States @1 6 Enter the number shown to sign fn.
| Enter number here ' |
& &
Victoria )
Q c No, it's not me Yes
A
= - -
73 R= Updates
® Review recent activity >
No, it's not me Yes
P ICT U UL v

7. After entering the code on your phone, your browser will automatically display the following
window, asking if you would like to stay signed in. Click “Yes” if you would like to be
automatically signed in when you use the current browser, or “No” if you would like to be

prompted to sign in every time you use Microsoft Office 365.

B® Microsoft

jdoe@victoriacollege.edu

Stay signed in?

Do this to reduce the number of times you are asked
to sign in.

l:l Don't show this again

No Yes
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8. If this is your first time signing in to Microsoft Office 365 you may see a tutorial window. Click
the arrow to the right of the window to scroll through the tutorial, and finally click the
checkmark to close the tutorial window.

Welcome to Microsoft 365

With Microsoft 365 for work, you
Y can create, organize, and
collaborate with colleaqgues, all in
one place

Q@ Create and safely store your files in the cloud

[ Intuitively organize your content and securely share files
with your team

[# Easily collaborate on work in real time with users in and
outside your organization

9. You should now be logged in and looking at the Microsoft Office 365 homepage.

% Usetheonline apps - Micraseft - X @ =ome | Micosof 365 x + v - a x
PRSP e s EBM0a
HH M ft 365 ~
\

h O 5 () hs O s i it e Miksosct 365 s s oo i e, et el sy coviit s kb Ly e x
@
crsae y assigned o you. Wait 10 minutes and refresh this page. If you still don't see any apps, contact your IT
B
B

Welcome to Microsoft 365 testall 2pps

- Getstarted @ (w
[ ]
Quick access
FEED) (O Recentyopened  gaShared (Y Favorites Upload = 32
-

| l :
No recent content

document or upioad one 1o get stared, m
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Using Security Key

4. After you enter your password, you will be presented with this window in your computer’s

browser:

Windows Security X

Making sure it's you
Please sign in to login.microsoft.com,

This request comes from Chrome, published by Google LLC.

i

Insert your security key into the USB
port.

Cancel

5. Insert your security key into the USB port.

6. When Prompted type in your security key PIN. Then Click OK.

Windows Security
Making sure it's you

Please sign in to legin.microsoft.com.

This reguest comes from Chrome, published by Google LLC.

{Iease enter your security key PIN.

Q ||

OK

Cancel

*

7. Touch/push the security button on the security key.

Windows Security
Making sure it's you
Please sign in to login.microsoft.com.

This request comes from Chrome, published by Google LLC.

a
Touch your security key.

Cancel

s

8. After pushing the security button on the security key, your browser will automatically display
the following window, asking if you would like to stay signed in. Click “Yes” if you would like
to be automatically signed in when you use the current browser, or “No” if you would like to
be prompted to sign in every time you use Microsoft Office 365.
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B® Microsoft
jdoe@victoriacollege.edu
Stay signed in?

Do this to reduce the number of times you are asked
to signin.

B Don’t show this again

10. If this is your first time signing in to Microsoft Office 365 you may see a tutorial window. Click
the arrow to the right of the window to scroll through the tutorial, and finally click the
checkmark to close the tutorial window.

Welcome to Microsoft 365

With Microsoft 365 for work, you
A can create, organize, and
collaborate with colleagues, all in
o one place

(#) Create and safely store your files in the cloud

[ Intuitively organize your content and securely share files
with your team

[# Easily collaborate on work in real time with users in and
outside your organization

11. You should now be logged in and looking at the Microsoft Office 365 homepage.

B Use i oo e

+ ¢

Microsoft 365 2 O

0 500 T4 0w ctris t o Bt 205 S oot ot 0 Bl sk i Yot SOt S M 4o e

Welcome to Microsoft 365 Install apps.
- Get started m q
, [ [ &
Quick access
€D Orcewoems  msae  Grmons  + Touposd | = 39
-

No recent content

 document or uplosd ane to gt started
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