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Setting Up Multi-factor
Authentication 

This document contains instructions for two methods of setting up multi-factor authentication (MFA) for your

UB e-mail account. 
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Method 1.0- Smart Device Multifactor Authentication Setup 

 

1. On your smartphone Open the Outlook 

app (Fig.1) 

 
 

2. Select Add Account (Fig.2) 

 

 

3. Enter Email Address (Fig.3) 

 

 
 

4. Select Continue (Fig.4) 

 

 

Fig.1 

Fig.2 

Fig.3 

Fig.4 
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5. Enter email account’s password & 

select Sign in (Fig.5) 

 
 

6. Select Next (Fig.6) 

 
 

 

 

7. Select Download now (Fig.7) 

 

 
 

8. Select Google Play Store & Just once 

(Fig.8) (App can also be found in Apple 

App store & Microsoft App Store)  

  
 

Fig.5 

Fig.6 

Fig.7 

Fig.8 
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9. Select Install (Fig.9) 

 

10. Open Outlook app again 

11. Select Next (Fig.10) 

 

 

12. Select “Pair your account to the app by 
clicking this link”. (This redirects you in 

the Microsoft Authenticator App) (Fig.11) 

 

13. Your account will be automatically 
added into the Microsoft Authenticator 
App and once completed Open Outlook 
app again.  
 

14. Select Next (Fig.12) 

 

Fig.9 

Fig.10 

Fig.11 

Fig.12 
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15. Select Pop-up Notification (Fig.13) 

 

This can also be found in the 
notification drawer (Fig.13 cont.) 

 
 

 

16. Select Approve (Fig.14) 

 

17. Select Next (Fig.15) 

 

 

Fig.13 

Fig.13 

Fig.14 

Fig.15 
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18. Select Done 

 

If an email account is already setup 
within your outlook app Follow these 
steps to add an additional account  
 

1. Select a profile to reveal the 
settings button. (Fig.17) 

 

2. Select Setting Button (Fig.18)  

 

3. Select ADD MAIL ACCOUNT (Fig.19)

 
 

 

Fig.16 

Fig.17 

Fig.18 

Fig.19 
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4. Select Add an email account. (Fig.20) 

  
 

5. Follow the steps starting from step 3 on page 2 to complete the MFA setup.  

 

 

Method 2- Web Browser Multifactor Authentication Setup 

 

1. Enter https://outlook.office365.com/ into your browser (Google Chrome, Microsoft Edge, 

Firefox, etc.)  

 

2. Enter your email address (Fig.21) 

 
Fig.21 

Fig.20 

https://outlook.office365.com/
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3. Enter your password & Click Next (Fig.22)

4. Click Next (Fig.23)

5. Click Next (Fig.24)

Fig.22 

Fig.23 

Fig.24 
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6. Click Next (Fig.25)

Method 2- Downloading, Installing & Using Microsoft Authenticator app 

1. Download Microsoft Authenticator app from your device’s app store. (App store

examples: Google Play, Apple App Store or Microsoft App Store)

2. Open the Microsoft

Authenticator app on your

device (Fig.26)

3. Select Add account or the plus

symbol (Fig.27)

Fig.25 

Fig.26 Fig.27 
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4. Select work or school account

(Fig.28)

5. Select Scan a QR code (Fig.30)

Method 2- Web Browser Multifactor Authentication Setup cont. 

7. Scan QR Code with Smart Device (Fig.30)

Fig.28 
Fig.30 

Fig.30 
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8. Click Next (Fig.31)

9. Click Next

10. Approve the sign-in notification that will pop-up on your smartphone (Refer to Fig.13 & 14)

11. Click Next (Fig.32)

12. Click Done (Fig.33)

Fig.31 

Fig.32 

Fig.33 

Should you require additional technical support, kindly contact the IT Help Desk at ithelpdesk@ub.edu.bs or 
302-4588/427-5609




