Microsoft Authentication Methods (MFA)

1. Through a browser type in the address to access MFA.
https://aka.ms/mfasetup

&« S5 ¢ BB akams/mfasetup

2. It will ask you if this email is associated with Work/School Account or Personal Account.

BE Microsoft
It looks like this email is used with more than one

account from Microsoft. Which one do you want to
use?

Work or school account
E Creatlﬁ/l your [T department

rmye: cls.ms

Personal account

R Created by you

rmyers@mcls.ms

Tired of seeing this? Rename your personal Microsoft
account.

Back

3. Log in with your Office credentials. Username is your MCLS Email account and password.

BE= Microsoft
Sign in

Email, phone, or Skype

No account? Create one!

Can't access your account?

q Sign-in options



https://aka.ms/mfasetup

4. It will say Action Required to set up MFA by clicking Next.

B2 Microsoft
rmyers@mcls.ms

Action Required

Security defaults are enabled to keep your
organization secure. Follow the prompts to
download and set up the Microsoft Authenticator
app to use for multifactor authentication.

Use a different account

Learn more about security defaults

You have 14 days until this is required.

Ask later Next

5. The next screen will say keep your account secure. At the bottom left corner of this window
select | want to set up a different method.

Keep your account secure
Method 1 of 2: App

7] 2

App Phone
Microsoft Authenticator

0 Start by getting the app
On your phone, install the Microsoft Authenticator app. Dewnload now

After you install the Microsoft Authenticator app on your device, choese "Next".

I want to use a different authenticator app

Lwantto set up a differert method

6. Choose the phone option from the drop down box.

Choose a different method

Which method would you like to use?

Choose a method .

Authenticator app

Phone I

Office phone

7. After selecting phone, it asks you for what number you would like to use. You can use your
personal or MCLS work cell # to get a code to authenticate.



Keep your account secure

Method 1of 2: Phone

Phone App

Phone

You can prove who you are by answering a call on your phone or receiving a code on your phone.
V! ¥ ¥

What phone number would you like to use?

‘ United States (+1) ¥| 6019065702

(®) Receive a code

QO calime

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

and cookies statement.

8. Check the phone number you entered and enter the code in the box below. Hit next.
Keep your account secure
o

Method 10f 2: Phone

(7] 2

Phone App

Phone

We just sent a & digit code to +1 6019065702. Enter the code below.

Enter code

Resend code

| want to set up a different method

9. Once you enter the code it should display this screen. Authentication is only required every 90

days unless you clear your browser history.
Keep your account secure

Method 1of 2: Phone
o :

Phone App

Phone

° Verification complete. Your phone has been registered.

Adding 2" method

1. Go to aka.ms/mfasetup through a browser.

-+ C BB aka.ms/mfasetup

2. Sign into your Office account with your MCLS email as your username.



B® Microsoft
Sign in

Email, phone, or Skype

Mo account? Create one!

Can't access your account?

Next

3. Authenticate by receiving a code by text.

B Microsoft
breed@mcls.ms

Verify your identity

El Text +X XXX-XXX-XX04

% Call +X XXX-XXX-XX04

More information

Are your verification methods current? Check at
hitps://aka.ms/mfasetup

Cancel

4. Select Add sign-in method

Security info

These are the methods you use to Sign into your account or reset your password.

You're using the most advisable sign-in method where it applies.
Sign-in method when most advisable & unavailzble: Phons - tex: +1 6014732404 Change

+ Add sign-in method
Qs Phone +16014733404 Change Delete

[=] Password Last updated: Change
2 months ago 9

5. Select an alternate cell # or Email account from the drop down box
Add a method X

Which method would you like to add?

Choose a method

Authenticator app
Alternate phone
Email

Office phone

6. Do not use your MCLS email but an alternate personal one if you have it.



Email X

What email would you like to use?

D

freewarrior22@icloud.com

Check the email account you used or alternate phone # for a code. The email will look like this
below.

msonlineservicest... 9:10AM
To: freewarrior22@icloud.c... >

Madison County Library
System account email
verification code

Verify your email address

Thanks for verifying your ET T

Your code is: 263864

You can edit or change your authentication methods any time if you will lose access to get the
code for one of them.

<« c (=




