Outlook Setup User Guide

1. Goto https://outlook.office.com (you may bookmark this for easy access)
2. Click“SignIn”
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Your inbox, organized.
Your day, planned.

Stay on top of multiple accounts with email, calendars, and

contacts in one place. Available on desktop, mobile, and web.
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3. Enter your work email address

B Microsoft
Sign in

test@innotechtextile.com

No account? Create one!

Can't access your account?

Q Sign-in options
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https://outlook.office.com/

4. Enterthe password provided to you (you may change it after)
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< test@innotechtextile.com

Enter password

Forgot my password
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5. Proceed next, this is to setup Multi-Factor Authentication - required (MFA)
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Let's keep your account secure
We'll help you set up another way to verify it's you.

Follow the prompts to download and set up the
Microsoft Authenticator app.

Use a different account

Learn more about the Microsoft Authenticator app

Next
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6. Install “Microsoft Authenticator” on your mobile device.
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Install Microsoft Authenticator

Install the app on your mobile device, then come
back here to continue.
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Set up a different authentication app

7. Proceed to next step

< test@innotechtextile.com

Set up your account in app

If prompted, allow notifications. Then add an

account, and select Work or school.




8. Open “Microsoft Authenticator” on your phone, select “Scan QR Code”, scan the
QR that’s shown on the screen.
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6 Scan the QR code

Welcome to Authenticator

Enterprise-grade security for your accounts.

& Add work or school account
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Add personal Microsoft account

9. Onthe app, enter the number that’s shown on your screen, and click “Yes”
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10. Yayyyy, your account is now setup, click “Done” now!
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@ Authenticator Added

You can now use Microsoft Authenticator to approve
sign-ins, get one-time codes, and more.

This is now your default sign-in method.
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