
Microsoft 365 
Configuring Multifactor Authentication  

 
  

 

 

❶ Go to https://portal.office.com ❷ Sign in with your Email address and 

password. 

    

    

❸ Click Next in the “More information required” 
screen. 

❹ Choose for Authentication by app 

 

 

 

 

❺ Choose “Receive notifications for 

verifications” 
❻ Download the Authenticator app from the 

App/Play store 

 

 

  

❼ Scan the QR code with the authenticator app 

and choose Next 

❽ Approve the Sign in attempt in the phone 

app. 

 

❾ Once completed you might receive an app password (Microsoft is getting rid of these in the long 

run). Save this password in a safe location. 

 

https://portal.office.com/


 MFA Setup Complete 
This completes the setup of MFA. 

Microsoft will start updating their servers with this information. 

 

After a while  you’ll notice that some applications like Outlook and Teams will ask you to reenter 
your password details. Which password it needs varies: 

 

If it looks like (A) use your email address and password 

 
If it looks like (B) use your email address and password. 

If this doesn’t work, use the app password you’ve saved in a safe location. 

 

 


