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Office 365 Authentication Setup

1. Navigate to the Office website at: https://www.office.com/
and select Sign in.

B® Microsoft |  Microsoft 365  products «  Resowces «  Templates  Support My account auyrmv.] All Microsoft . Sign in

Introducing Microsoft 365 Copilot—your copilot for work. Learm more >
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Office is now
Microsoft 365

The all-new Microsoft 365 lets you create, share and
collaborate all in one place with your favorite apps r

2. Enter your Concordia email in the empty field and select
Next. Enter your Password and select Sign in.

Outlook

B® Microsoft
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to continue to Outlook
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Email, phone, or Skype
No accourt? Creae onel Enter password
Can't access your account? Password

Next Forgot my password

C% Sign-in options



https://www.office.com/

3. Follow the DUO prompt to verify your identity with DUO. On
the following page select Next.

¥

Check for a Duo Push

Verify it's you by approving the notification.. CONCORDIA UNIVERSITY
WISCONSIN & ANN ARBOR

Sent to "Android”

= More information required

m Your organization needs more information to keep

) your account secure

Use a different account

Other options
Learn more

—

Need help? Secured by Duo

4. On this page, you will set up an authentication method for
your Microsoft account. Enter your phone number and click
next, or select / want to set up a different method to choose a
different authentication method.

Keep your account secure

Your organization requires you to set up the following methods of proving who you are.

Phone

You can prove who you are by answering a call on your phone or texting a code to your phone.

What phone number would you like to use?

United States (+1) v Enter phone number

Fr~)
(@) Text me a code

O callme

Message and data rates may apply. Choosing Next means that you agree to the Terms of service and Privacy
and cookies statement.

L want to set up a different method Skip setup



5. If you would like a different authentification method, chose
from the list below and select Confirm.

Choose a different method X

Which method would you like to use?

‘ Choose a method A ‘

Phone

Email

l Security questions .

6. This is an example of the phone authentication method only.
Follow the prompt on the screen to add the authentication
method. Enter the code you received on your phone and
press Next.

Keep your account secure

Your organization requires you to set up the following methods of proving who you are.

Phone

We just sent a 6 digit code to Enter the code below.

Enter code

Resend code

Back

| want to set up a different method Skip setup



7. Once done, you will see the following windows. Select Next
and then select Done to log in to your account.

Keep your account secure

Your organization requires you to set up the following methods of proving who you are.

Phone

° SMS verified. Your phone was registered successfully.

Next

Skip setup

Keep your account secure

Your organization requires you to set up the following methods of proving who you are.

Success!

Great job! You have successfully set up your security info. Choose "Done” to continue signing in.

Default sign-in method:

% Phone



