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

IT & NOC Department

Choose your Device:

For Laptop/PC
For Android Phone

For iPhone




Outlook For PC/ Mac

For Laptop/PC: Windows and Mac

Step 1:
Go to https://www.outlook.com

=. Microsoft | Microsoft 365 outicok  Froducts For business  Plans and pricing  Support All Microsoft « jol

Intreducing Copilot for Microsoft 365—your copilot for work. Learn more >
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Tape i iappy Women's Dnt

e R W R
= 2

Trtrdey
0 @ v
Try premium > Calin Balinger L R e, s
R ~ P st on cretestiog waran,
@ v

i -

A O di® 7 dJ) NG e0aM [

Step 2:
Click on Sign in and enter the email address provided to you

Outlook

B Microsoft

Sign in

to continue to

Outlook

NPO1MS75249999@islingtoncollege.edu.np

No account? Create one!

Sign in with Windows Hello or a security key (2)

Q Sign-in options

Termsof use  Privacy & cookies = ++
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https://www.outlook.com

Outlook For PC/ Mac

Step 3:
Click on next and then type in the password provided

~ E& Signin to your account x +

/flogin.microsoftonline.com/common/oauth2/v2.0/authorize?client_id=476

B® Microsoft

€ np01ms7s249999@islingtoncollege.edu.np

Enter password

Step 4:
Since it is your first time, you will be prompted to change your
password

Sign in to your account X + = [u]

Jlogin.microsoftonline.com/common/login % O O & incognito @)

B8 Microsoft

np01ms75249999@islingtoncollege.edu.np

Termsof use  Privacy & cookies -+

7 90 ENG 11:17AaM  []
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Outlook For PC/ Mac

Step 5:
You will be prompted to enable multi-factor authentication, then click
Next. Note: Multifactor authentication is a must.

= s }

T e [ & Incognito?)

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.

Terms ofuse  Privacy & cookies -«

A O & b® Zq) NG 17Aam [

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.

~ B My Signins | Register | Micose X +

€« ¢ M 235 httpsy//mysignins.microsoft.com/register?csrf_token=ZDAslElo_iW7KkJF8S5HsMVSEICjQ012RTBiqe5uD)8V6orzv3_DIGGASrw2cqws... &

islingtoncollege.edu.np ?

Keep your account secure
Method 1of 2: App

/]

App Phone

Microsoft Authenticator

a Start by getting the app

- On your phone, install the Microsoft Auth

After you install the Microsoft Authe

vant to use a different authenticator app

IT & NOC 4



Outlook For PC/ Mac

Step 7:
If you do not have Microsoft Authenticator App installed on your phone
then, please install the app on your phone and then. Click on “Next”.

v BB MySign-ns | Register | Microse X

r2csrf_token=ZDAslElo_iW7KkIFEBS5HsMVSEICjQ012RTBige5uD

islingtoncollege.edu.np D

Keep your account secure
Method 1 of 2: App

9 2

App Phone

Microsoft Authenticator

Set up your account

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

A O o ® Z ) NG 1:20aM [

Step 8:
Open the app, in the app, you will have the option to scan a QR Code
then click on Next

islingtoncollege.edu.np /

Microsoft Authenticator

Scan the QR code

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

7 Q) ENG 11:21aM  []
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Outlook For PC/ Mac

Step 9:
Enter the number shown on the next page on your app and then click
on Next

~ BB MySignns | Register | Micos: X

islingtoncollege.edu.np

Keep your account secure
Method 1 of 2: App

(/]

App Phone

Microsoft Authenticator

Let's try it out

v/

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

67

7 ) NG 1:22am [

Step 10:
You have successfully set up multi-factor authentication using the
Microsoft Authenticator app. Click on “Next”.

v BB MySign-ns | Register | Micros: X

islingtoncollege.edu.np ?

Keep your account secure
Method 10of 2: App

(/) 2

App Phone

Microsoft Authenticator

Notification approved

v/

mH e m

[+ 7 9) NG 1zzam []

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

IT & NOC 6



Outlook For PC/ Mac

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

Step 12:
Click Next

~ &R MySign-ns| Register | Micros: X

21620AHZaAuGRrdBhJr1 C5BcBhVKIRGwpQh3eDHqcfvBsDqSVEZBS... & Y e I a

islingtoncollege.edu.np ?

Keep your account secure
Method 1of 2: App

(/] 2

App Phone

Authenticator app

Set up your account

n your app. add a new account

~ O @ @ 7 ) ENG 11a0AM []

Step 13:
Open the authenticator app on your phone and scan the QR Code, and
then click on “Next”.

L whivate [0 B My Sign-Ins | Register | Microsol X+

mysignins.microsoft.com

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?

07:58
20/02/2024 -

% =
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Outlook For PC/ Mac

Step 14:
Enter the 6-digit code shown in the Authenticator app and click
“Next”

~ BB My Sign-ns | Register | Micros= X

ZaAuGRrdBhJr1C5BcBhVKIRGw

islingtoncollege.edu.np )

Keep your account secure
Method 10of 2: App

(/] 2

App Phone

Authenticator app

Enter code

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

A O o i@ 7 99 ENG 1:41AM []

Step 15:

Now, 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 process and click “Next”.

~ B My Sign-ns | Register | Micros- X

rZcsif_token=ZD

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 an your phone.

What phone number would you like to use?

Nepal (+077) v‘ ‘L ter phone number

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

and cockies statement.

| want to set up a different method

~ O o ®m 7 Q) ENG 11:24AM []
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Outlook For PC/ Mac

Step 16:
Enter the 6-digit code you get on your phone and click “Next”.

~ =B My Sign-ins | Register | Micros

islingtoncollege.edu.np

Keep your account secure

Method 2 of 2: Phone

o

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

Lwant to set up a different method

~ O o i 7 ) ENG 11:26AM []

Step 17:

islingtoncollege.edu.np ?

Keep your account secure

Method 2 of 2: Phone

o

App Phone

Phone

o Verification complete. Your phone has been registered

~ O @ @ Z ) NG 1126aM []
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Outlook For PC/ Mac

Step 18:
You will see the following screen. Click “Done”.

v ER MySignns | Register | Micros: X

ister?csrf_token=ZDAsl)Elo_iW7KkJF8S5HsMVSEIC)Q012RTBiqe5uD)8V6orzvf3_0IGGdSrw2ocqw5s Sy

islingtoncollege.edu.np ?

Keep your account secure

Method 2 of 2: Done

Success!

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

Default sign-in method:

Microsoft Authenticator

A O @ ® 7z ) NG 11:26aM [

Step 19:
You will now be prompted to either “stay signed in -yes or no”. Click
on your preference, and then you will be taken to your Outlook Inbox.

IT & NOC 10



Outlook

Outlook Login for Android Phone

android
Step 1: Launch the Outlook app Step 2: Next, type in the email
and tap on the "Add Account" address provided by your
option. college in the "Enter your email”
field.

Connected and
protected

Outlook protects your privacy ar
helps beep you and your info safe

continue

IT & NOC 11



Outlook

Step 3: Once you enter your
email, the Outlook app will take
you to the Google sign-in page
— but instead of continuing
there, simply select “Not
Google.”

7:52 e & T @) a7y

X WV accounts.google.com @

(5 Google ATd |TE & a4
Microsoft apps & services T ST IRET

Ultra Lite

liteultra72@gmail.com

® ol WA v g

dquTg Al QU Iedg3id Micros pps & services &1
Tia=ftaan =fifd Ten |ares Hdes FeqqT 7 Hpgo |

IT & NOC

Step 4: After tapping "Not
Google,” three options will
appear at the bottom of your
screen. Choose "Change
account provider" instead of
the other two options.

e (0 T @47y

Change account provider

Contact support

Collect diagnostics

12



Outlook

Step 5: After selecting the
"Change account provider"
option, you'll be redirected to the
account type screen — here, you
need to tap on “Microsoft 365”.

7 () T @47

Choose account type

(@) o
< -

Microscft 365 Outlook Exchange

IT & NOC

Step 6: Now, simply enter the
temporary password provided
to you.

7:52 2 G = @ aTx
krish.shrestha@islingtoncollege.edu.np
€nter password
Password

Corgot my password
Use an app instead

Kign in with ancther account

13



Outlook

Step 7: 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.

Click Next.

) 4 ﬂ lagin.microsoftonline.com

B 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 s required.

Ask later MNeaxt

Terms of use “rivacy & cookies

IT & NOC

For Android

Step 8: Make sure you
download the Microsoft
Authenticator App from the
Play Store. After successful
installation.

Click Next.

4 @  mysignins. microsoft.com

islingtoncollege.edu.np ¢

I(eep 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

14



Outlook

Step 9: Click on “Pair your
account to the app by clicking
this link.” It will redirect to the
Microsoft Authenticator app.
After the authentication process,
click Next.

X @ mysignins.microsoft.com c(:

islingtoncollege.edu.np ?

Keep your account secure

Method 1 of 2: App

o :

Microsoft Authenticator

Set up your account in
the app

When finished, come back to this setup
experience.

Pair your account to the app by clicking this
link.

Show QR code

Back Next

For Android

Step 10:
Click Next.

X @ mysignins.microsoft.com c(:

islingtoncollege.edu.np ?

Keep your account secure

Method 1 of 2: App

@ :

Microsoft Authenticator

o Notification approved

Step 11: Now you need to add your phone number. Change the
country to Nepal and enter your phone number. You have two options

IT & NOC

15



Outlook

to either select “Receive a code through SMS” or “Phone Call”.
Select one and complete the authentication, then click on Next.

Step 12: After entering the code, Step 13: Your Outlook account
the app might prompt you to add will be set-up and ready to use.
another account — just tap

“Maybe later” located at the

bottom left of your screen.

7:53 7:54 7o (@ = @ a7

@ Inbox Q

Other

Odd another account

ING-Support 14 AM
To print the ID cards of missing Female Employees [#ING-...
reply above this line Dear €lina Sapkote, | hope this

ING-Support .06 AM
To print the ID cards of missing Female Employees [#ING-...
reply above this line -~ Dear €lina Sapkota, I hope this

ClickUp Notifications
Daily Summary | ICK | IT Infra.

* Due Today: 1 - Tomorrow: 0 * Overdue: 0 Tue

Islington College
Device Status
Eollowing list of devices could not be ¢

zabbix@islingtoncollege.edu.np
From 18 August to 24 August 2025

®eport Date: 20/08/2025 Day from 20/Qugust/2025 ..

o

Would you like to add another account?

You have new messages in Teams
Jessica and Binit sent 2 messages to your chat

Haha huss

Microsoft Power Automate
1 of your flow(s) have failed
The flowls) listed failed in the past week and may need y

'Sandesh Karmacharya' via All Islington... Yesterday
Invitation to all FEMALE Staf 1
Best Regards, Sandesh ¥4

: D/ Mew mail ‘ IS
Mo Reply lay

MeYEE LATER

-
=g
Mail

IT & NOC 16



Outlook

Outlook Login for iPhone

Step 1: Open the Outlook app
and tap on the "Add Account”
option.

4

Add your email accounts

Add Account
Create New Account

IT & NOC

Step 2: If you already have
another Microsoft account, it will
appear here. Simply tap "Skip"
or "Add" to proceed with adding
the provided college account.

all

1 Account Found

o¥”

saylessshessh@gmail.com

Skip

17



Outlook

Step 3: Enter the email address
provided by the college in the
email field, then tap "Add
Account.”

Add Account

ur work or personal email

IT & NOC

Step 4: After you tap "Add
account,” it redirects you to log
into Gmail, but all you need to do
is hit the "X" in the top-left
corner to close it.

all

X accounts.google.com =

( Sign in with Google

Signin

to continue to Microsoft apps & services
Email or phone
Forgot email?

Before using this app, you can review M
& services's privacy policy and terms o

18



Outlook

Step 5: The same screen will
appear again, and this time you
need to select "Set up account
manually."

krish.shrestha@islingtoncollege.edu.np

IT & NOC

Step 6: A new screen will appear
where you need to select
"Microsoft 365".

Add Mail Account

Select your email provider:

19



Outlook

Step 7: Enter the password
provided by your college to log in

to your Outlook account.

Enter password

Password

Forgot my password

Sign in with another account

Terms of use  Privacy & co

okies

IT & NOC

Step 8: If you have not
registered to Microsoft
Authenticator, then go to
Android Installation’s Step 7
and follow the steps. Otherwise,
a prompt might appear with a
number, then insert the number
as shown on your phone.

Approve sign in request

Open your Authenticator app and approve
the request. Enter the number if prompted.

/8

Didn't receive a sign-in request? Swipe down to
refresh the content in your app.

I can't use my Microsoft Authenticator app right now

Terms of use  Privacy & cookies

20



Outlook

Step 9: Your Outlook account
should be ready to use.

11:48 all ¥

© Inbox o Q

Focused Other = Filter

ID card Print [#ING-IY

[~

IT & NOC
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