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First time login to Microsoft 365 Account &
Multi-Factor Authentication setup

IT & NOC Department

Choose your device:

For Laptop / PCs
For Android Phone

For 10S iPhone



For Laptop Windows / MAC

Step 1:

Go to https://lwww.outlook.com
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Step 2:

Click on Sign in and enter the email address provided to you

Outlook Personal E X m Sign in to Outlook X

G m 23 htip gil ? in1.0¢ v 7 T8 . p / U W A Incognito

Outlook

B2 Microsoft
Sign in
to continue to Outlook

NPQ1MS75249999@islingtoncollege.edu.np

No account? Create one!

Sign in with Windows Hello or a security key (3)

Q Sign-in options

Terms ofuse  Privacy & cookies



https://www.outlook.com

Step 3:

Click on next and then type in the password provided

B Sign in to your account

¢ m 25 htp: ent | 6-49b0-83e6-1d9 6 L Incognito [2)

B® Microsoft
< np01ms7s249999@islingtoncollege.edu.np
Enter password

Forgotten my

Step 4:

Since it is your first time, you will be prompted to change your password

B Sign in to your account X+

C M 23  https://legin.microsoftonline.com/commol g & Incognito (2)

B® Microsoft
np01ms7s249999@islingtoncollege.edu.np
Update your password

You need to update your password because this is
the first time you are signing in, or because your

password has expired




Step 5:

You will be prompted to enable multi-factor authentication, then click Next

~ BB Sign in to your account x -
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B® Microsoft
np01ms75249999@islingtoncollege.edu.np

Action Required

Your organisation requires additional security
information. Follow the prompts to download and
set up the Microsoft Authenticator app.

Use a different account

Learn more about the Microsoft Authenticator app

You have 14 days until this is required.

Ask later Next

Termsofuse  Privacy & cookies - --
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Step 6:

You have the option to set up Multi-factor Authentication through the Microsoft
Authenticator App or a different authenticator app like Google Authenticator. Continue
scrolling down if you want to set up multi-factor authentication through Microsoft
Authenticator, if you want to set-up using a different authenticator app click go to Step 11.
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islingtoncollege.edu.np

Keep your account secure

Method 1 of 2: App

/] 2
App Phone
Microsoft Authenticator

@ Start by getting the app
On your phone, install the Microsoft Authenticator app. Download now

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

want to use a different authenticator app




Step 7:

If you do not have Microsoft Authenticator App installed on your phone please install the
app onto your phone and then Click on Next.

v ER MySign-ns | Register | Microsc X + _
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Keep your account secure
Method 1 of 2: App

(/) 2

App Phone

Microsoft Authenticator

Set up your account

f prompted, allow notifications. Then add an account, and select *Work or school”

oo |

Step 8:

Open the app, in the app you have the option to Scan a QR Code select it and then scan
the QR Code and click on Next

~ ER MySign-ns | Register | Microse X + _
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App Phone

Microsoft Authenticator

Scan the QR code

Use the Microsoft Authenticator app to scan the QR code. This will connect the Microsoft Authenticator
app with your account.

After you scan the QR code. choose "Next".
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Step 9:

Enter the number shown in the next page on your app, after that click on Next
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islingtoncollege.edu.np

Keep your account secure
Method 10of 2: App

(/] 2

App Phone

Microsoft Authenticator

Let's try it out
Vi

Approve the notification we're sending to your app by entering the number shown below.

67

Step 10:

You have successfully set-up multi-factor authentication using the Microsoft Authenticator
app. Click on Next.
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Keep your account secure
Method 1 of 2: App

(/) 2

App Phone

Microsoft Authenticator

Motification approved
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Please go to Step 15 if you have already set-up multi-factor authentication using
the steps above.



Step 11: Click on “l want to use a different authenticator app” like Google
Authenticator.

Step 12: In the screen click on Next

v ER MySign-ns | Register | Microsc X + _
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Keep your account secure
Method 1 of 2: App

(/) 2

App Phone

Authenticator app

Set up your account

n your app, add a new account.
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Step 13:

S pivate 0O B My Sign-Ins | Register | Microsof X+

< C @] mysignins.microsoft.com

MSFT ?
Keep your account secure

Authenticator app

Scan the QR code

Use the authenticator app to scan the QR code. This will connect your authenticator app with your
account.

After you scan the QR code, choose "Next"

Can't scan image?

Back Next
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Step 14:

Enter the 6 digit code shown in the Authenticator app and select next
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islingtoncollege.edu.np

Keep your account secure
Method 10of 2: App

(/] 2

App Phone

Authenticator app

Enter code

Enter the 6-digit cede shown in the Authenticator app.

| Enter code |

Step 15:

Now you need to add your phone number. Change the country to Nepal and enter your
phone number. You have two options to either select “Receive a code through SMS” or
“Phone Call”. Select one and complete the authentication then click on Next.
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islingtoncollege.edu.np

Method 2 of 2: Phone

App Phone

Phone

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

What phone number would you like to use?

‘Nepa\ (+977) v| | Enter phone number

@ Receive a code

O callme

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

and cookies statement.

L want to set up a different method




Step 16:

Enter the 6 digit code you get on your phone and click on Next.
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islingtoncollege.edu.np

Keep your account secure

Method 2 of 2: Phone

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

Resend code

(oo IEE

L want to set up a different method

Step 17:

You have successfully verified your phone number.
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islingtoncollege.edu.np

Keep your account secure
Method 2 of 2: Phone

o

App Phone

Phone

° Verification complete. Your phone has been registered,




Step 18:
You will see the following screen, Click on Done.

B My Sign-ins | Register | Microse X +
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D

Keep your account secure
Method 2 of 2: Done

App Phone

Success!

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

&9 Phane

2
(;J Microsoft Authenticator
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Step 19:

You will now be prompted to either stay signed in or not. Click on your preference and then
you will be taken to your Inbox.



For Android Phone

Step 1:
Go to the GMAIL App on your phone.

Step 2:

Click on Add another account & choose
Exchange and Office 365

@

Set up email

Google

Outlook, Hotmail, and Live

Yahoo

Exchange and Office 365

Other

android e

Step 3:

You will be redirected to the login page.
Enter your login credentials.

X @ login.microsoftonline.com

2" Microsoft
< np01ms7s249999@islingtoncollege.edu....

Enter password

Password

Your account will be remembered on this
device.

Forgot my password

Sign in with another account

Terms of use  Privacy & cookies



Step 4: Step 5:

You will need to update your password. Accept the required permissions.

X @ login.microsoftonline.com X @ login.microsoftonline.com

B8 Microsoft B8 Microsoft
np01ms7s249999@islingtoncollege.edu.np np01ms7s249999@islingtoncollege.edu.np
Update your password Permissions requested

You need to update your password because M Gmail

this is the first time you are signing in, or Google LLC|#%

because your password has expired. ) .
This app would like to:

Current password v Maintain access to data you have given it
access to
New password N/ View your basic profile

v Access your mailboxes

Confirm password , . :
Accepting these permissions means that you allow this

app to use your data as specified in their terms of service
and privacy statement. You can change these permissions

Back at https://myapps.microsoft.com. Show details

Does this app look suspicious? Report it here

Terms of use  Privacy & cookies - . - Terms of use  Privacy & cookies



Step 6:

If you are logging in for the first time using
your phone then you will be asked to enable
Multi-factor Authentication through the
Microsoft Authenticator App. Incase of
using a different authenticator app like
Google Authenticator. Follow the tutorial

from Step 13.

Click Next.

X a8 login.microsoftonline.com <

Step 7:

Make sure to download the Microsoft
Authenticator App from the Play Store.
After successful installation, Click Next

X a8 mysignins.microsoft.com

B8 Microsoft

np01ms7s249998@islington.edu.np

Action Required

Your organization requires additional security
information. Follow the prompts to download
and set up the Microsoft Authenticator app.

Use a different account

You have 14 days until this is required.

Terms of use  Privacy & cookies

islingtoncollege.edu.np ?

Keep your account secure

Method 1 of 2: App

@ 2
Microsoft Authenticator

é Start by getting the app

On your phone, install the Microsoft
Authenticator app. Download now

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

| want to use a different authenticator app


https://play.google.com/store/apps/details?id=com.azure.authenticator&hl=en&gl=US&pli=1

Step 8: Step 9:
Click on “Pair your account to the app by

clicking this link.” It will redirect to the

Microsoft Authenticator app.

After completing the authentication process, Click Next.
Click Next.
X @  mysignins.microsoft.com < X &  mysignins.microsoft.com <
islingtoncollege.edu.np ? islingtoncollege.edu.np ?
Keep your account secure Keep your account secure
Method 1 of 2: App Method 1 of 2: App

o 2 o 2

Microsoft Authenticator Microsoft Authenticator
e Set up your accou ntin \/ Notification approved

the app )
When finished, come back to this setup m
experience.

Pair your account to the app by clicking this
link.

Show QR code

Step 10:

Now you need to add your phone number. Change the country to Nepal and enter your
phone number. You have two options to either select “Receive a code through SMS” or
“Phone Call”. Select one and complete the authentication then click on Next.



Step 11:
Wait until the processing is done.

i

Nnp01ms7s249999
@islingtoncollege
.edu.np

Getting account info...

Step 12:
Your account is ready to go!

-

Your account is
ready to go!




Step 13: Step 14:

If you skipped the Microsoft Authenticator Now copy these and paste it into the
app and instead using Google Authenticator, Google Authenticator app.
Follow the following steps.

X a8 mysignins.microsoft.com < X a mysignins.microsoft.com <

islingtoncollege.edu.np ? islingtoncollege.edu.np 2

Keep your account secure Keep your account secure
Method 1 of 2: App Method 1 of 2: App

@ - @ 2

Authenticator app Authenticator app

Set up your account Copy and paste this
information into your app

In your app, add a new account. Account name:

islingtoncollege.edu.np:NPO1MS75249998 @islington:
Secret key: 27zf6vswwtwjkflz




Step 15: Step 16:

In the Google Authenticator app, Now paste the copied information here.
Click + and select “Enter a setup key”.

< Enter account details

Account name

Your key

Time based ¥ m

Scan a QR code O]

Enter a setup key

X




Step 17:
Wait until the processing is done.

i

Nnp01ms7s249999
@islingtoncollege
.edu.np

Getting account info...

Step 18:
Your account is ready to go!

-

Your account is
ready to go!




For iPhone

Step 1: Step 2:

Go to the Settings app on iPhone. Click on Accounts to add a new account.
Find and click on Mail.

Settings

m App Store

) Siri & Search
Wallet
@) Notifications

Banners, Sounds, Badges

Preview 2 Lines

Passwords

. Contacts
B Calendar

Show To/Cc Labels .

Swipe Options

I Voice Memos

. Phone
. Messages
. FaceTime

Safari

Q Weather

Ask Before Deleting
Privacy Protection

Follow Up Suggestions

NG

= Organize by Thread
P Translate

Collapse Read Messages




Step 3: Step 4:

Click on Add Account. Choose Microsoft Exchange.

Accounts Add Account

,.&CCQUNTS ‘ iCIOUd
iCloud

iCloud Drive, Contacts, Calendars, Safari and 6 more...

Gmail

Mail, Contacts, Calendars

Add Account

Fetch New Data




Step 5:

Enter the provided college email address.
Enter the description i.e. Islington College
Click on Sign In.

*Do not choose Configure Manually*

Sign in to your
“islingtoncollege.edu.np”
Exchange account using
Microsoft?

Your email address will be sent to

Microsoft to discover your Exchange
account information.

Step 6:

You will be redirected to the login page.
Enter your login credentials.

@ gin.microsoftonline.com

mn Microsoft

< np01ms7s249999@islingtoncollege.edu.np

Enter password

Password

Your account will be remembered on this device.

Forgotten my password

Sign in with another account

Terms of use

Privacy & cookies




Step 7: Step 8:

You will need to update your password. Accept the required permissions.

& 'gin.microsoftonline.com & gin.microsoftonline.com

g
: M ft
B" Microsoft mi VIICroso

np01ms7s249999@islingtoncollege.edu.np
np01ms7s249999@islingtoncollege.edu.np

Permissions requested
Update your password

Apple Internet Accounts

You need to update your password because Apple Inc |

this is the first time you are signing in, or
because your password has expired.

This app would like to:
\ Maintain access to data you have given it access to

Current password \/ View your basic profile

\~ Access your mailboxes

New password Accepting these permissions means that you allow this app

to use your data as specified in their Terms of Service and
Privacy Statement. The publisher has not provided links to
Confirm password their Terms for you to review. You can change these

p permissions at https://myapps.microsoft.com. Show details

Does this app look suspicious? Report it here

Terms of use  Privacy & cookies .« .. Terms of use  Privacy & cookies




Step 9:

If you are logging in for the first time using
your phone then you will be asked to enable
Multi-factor Authentication through the
Microsoft Authenticator App. Incase of
using a different authenticator app like
Google Authenticator. Follow the tutorial

from Step 15.

Click Next.

X a8 login.microsoftonline.com <

Step 10:

Make sure to download the Microsoft
Authenticator App from the App Store.
After successful installation, Click Next.

X a8 mysignins.microsoft.com

B8 Microsoft

np01ms7s249998@islington.edu.np

Action Required

Your organization requires additional security
information. Follow the prompts to download
and set up the Microsoft Authenticator app.

Use a different account

You have 14 days until this is required.

Terms of use  Privacy & cookies

islingtoncollege.edu.np ?

Keep your account secure

Method 1 of 2: App

@ 2
Microsoft Authenticator

é Start by getting the app

On your phone, install the Microsoft
Authenticator app. Download now

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

| want to use a different authenticator app


https://apps.apple.com/us/app/microsoft-authenticator/id983156458

Step 11: Step 12:
Click on “Pair your account to the app by

clicking this link.” It will redirect to the

Microsoft Authenticator app.

After completing the authentication process, Click Next.
Click Next.
X &  mysignins.microsoft.com < X &  mysignins.microsoft.com <
islingtoncollege.edu.np ? islingtoncollege.edu.np ?
Keep your account secure Keep your account secure
Method 1 of 2: App Method 1 of 2: App

o 2 o 2

Microsoft Authenticator Microsoft Authenticator
9 Set up your accou ntin v Notification approved

the app )
When finished, come back to this setup m
experience.

Pair your account to the app by clicking this

link.
Show QR code
Step 13:

Now you need to add your phone number. Change the country to Nepal and enter your
phone number. You have two options to either select “Receive a code through SMS” or
“Phone Call”. Select one and complete the authentication then click on Next.



Step 14:

Your account is ready to go!

Mailboxes

All Inboxes
Inbox

Islington College

S’ VIP

Gmail
Inbox
Drafts
Sent
Junk
Trash

All Mail

Draft

Updated Just Now
Account Error: Gmail




Step 15: Step 16:

If you skipped the Microsoft Authenticator Now copy these and paste it into the
app and instead using Google Authenticator, Google Authenticator app.
Follow the following steps.

X a mysignins.microsoft.com < X a mysignins.microsoft.com <

islingtoncollege.edu.np ? islingtoncollege.edu.np 2

Keep your account secure Keep your account secure
Method 1 of 2: App Method 1 of 2: App

@ - @ 2

Authenticator app Authenticator app

Set up your account Copy and paste this
information into your app

In your app, add a new account. Account name:

islingtoncollege.edu.np:NPO1MS75249998 @islington:
Secret key: 27zf6vswwtwjkflz




Step 17: Step 18:

In the Google Authenticator app, Now paste the copied information here.
Click + and select “Enter a setup key”.

¢ Enter account details

Account name

Your key

Time based ¥ Add

Scan a QR code O]

Enter a setup key

X




Step 19:

Your account is ready to go!

Mailboxes

All Inboxes
Inbox

Islington College

S’ VIP

Gmail
Inbox
Drafts
Sent
Junk
Trash

All Mail

Draft

Updated Just Now
Account Error: Gmail




