
Setting up your Multifactor Authentication 
 
The very first time you login to your account you will be prompter to set up your Multifactor Authentication 
(MFA). 

After entering your account password and clicking the Next button, you will see the following screen. 

 

 

Click the Next button. 

 

On the next screen, select how you want to authenticate.  You have the option to use the Authenticator App. 

OR 

Have a code text to you phone or receive a phone call. 

 

Click the Next button to use the Authenticator App. 

 

Click the I want to select a different Method link to use 
the phone option. 

 

 

 

 

 

 

 

 



To use the Authenticator method: 

1. download the App to your mobile device. 

2. Open Authenticator and select the plus icon + on the top menu bar. 

3. Tap Work or school account and select Sign in. 

4. Enter your work or school account credentials. 

5. On your device, tap the account and verify in the full-screen view that your account is correct. 

 

 
Selecting a different method 

 

Click on Microsoft Authenticator to use that method. 

 

We do not support Hardware Token. 

 

Click on Phone to use the call/text method. 

 

 

 

For the Phone method 

 

Select the Country code for the country you are located in. 

Enter your phone number including area code 

 

 

 

Select either the Receive a code or Call me option. 

 

 



 

 

 

Enter the code sent to your phone. 

 

If Call me method is used, follow directions on call. 

 

 

 

You will see the following screen after Authentication is verified. 

 

 

 

 

Click the Next button. 

 

 

 

 

 

 

 

 

Click the Done button to complete the Authentication process. 
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