
Part 1: Installing the Microsoft Authenticator App 

Apple Phones 

1. On your iPhone, open the Apple App Store 

2. In the search box, type “Microsoft Authenticator”. Tap on the result that looks like the image below. 

3. Tap the “GET” button to install the app. When the app is finished installing, tap open. NOTE: The app is free. If you are asked to pay, 

you have downloaded the incorrect app. Please uninstall and look for the Microsoft Authenticator.



4. Once the app is open, it will say that Microsoft needs basic app data. This does NOT include your name or any other sensitive data. Click 

on “Agree”.  

5. Now that the app is installed you are ready to sign up for Multi Factor Authentication and Self-Service Password Reset. Please move on 

to Part II below 



Android Phones 

1. On your Android device, open the Google Play Store 

2. In the search box, type “Microsoft Authenticator”. Tap on the result that looks like the image below 

3. Tap the “Install” button to install the app. When the app is finished installing, tap open. NOTE: The app is free. If you are asked to pay, 

you have downloaded the incorrect app. Please uninstall and look for the Microsoft Authenticator. 



4. Once the app is open, it will say that Microsoft needs basic app data. This does NOT include your name or any other sensitive data. Click 

on “Agree” 

5. Now that the app is installed you are ready to sign up for Multi Factor Authentication and Self-Service Password Reset. Please move on 

to Part II below 



Part II: Signing Up For Multi Factor Authentication and Self-Service Password Reset 

1) Go to https://www.office.com on a browser on your computer and click “Sign in” 

2) Enter your Marian email address and click “Next.” Enter your password and click “Sign in” 

https://www.office.com/


3) You will be prompted with “More information required.”  Click “Next” 

4) Open the Microsoft Authenticator App that was downloaded on your mobile device in Part I. Once your app is open, click “Next”.  



5) In the Microsoft Authenticator app on your mobile device, click the option to “Scan QR Code” or “Work or School Account.”  Accept any 

prompt on your device to use the camera.  Click “Next” when ready.  

6) Your mobile device should be scanning with the camera.  Point it at the QR code on your computer screen.  The mobile device should 

register the QR code and it will take you to a list of accounts in the Microsoft Authenticator app. You should now see an entry for your 

Marian University account.  Click “Next” to continue. 



7) Office 365 should send you a test MFA notification.  Your phone will have a notification to that effect.  Open that notification and it will 

ask for a two-digit code.  On your computer screen there will be a two-digit number.  Type that number into the Microsoft Authenticator 

app on your mobile device and tap “Yes/Done”. 

8) The computer webpage will say “Notification approved.”  Click “Next” to continue. 



9) Enter your mobile device phone number and choose whether you would like to receive a code via text or call. Then click “Next” to 

continue 

10) Retrieve the 6-digit code from either your text message app on your mobile device or phone call based on your choice from the previous 

step and enter it into the computer prompt.  Click “Next” to continue. 



11) It will say “SMS verified.  Your phone was registered successfully.”  Please click “Next” to continue. 

12) Congratulations!  The signup process has been completed successfully.  Click “Done” to proceed. 



Part III: Approving MFA Sign-in Requests 

1. When you try to logon to a new device (computer or browser), it will trigger MFA to verify that it is you. After you enter your Marian 

email address and password it will show a screen like the screenshot below. Check the “Don’t ask again for 14 days box” if you do not 

want to have to approve every time you log in. 



2. The Microsoft Authenticator App will send you a notification on your mobile device stating that your account is trying to be accessed. 

Open up the app and you will see a screen like the screenshot below. Enter the code from step 1 above into your Microsoft 

Authenticator App and tap “Yes”. 



3. If you do not want to use the Microsoft Authenticator App to verify it is you, you can click the “I can’t use my Microsoft Authenticator 

App right now” link. You will then be given alternative options to either receive a text or phone call to receive the code. Enter the code 

on your browser.  Similarly to the Authenticator App method, you can choose to select the don’t ask for 14 days box. 



Part IV: Resetting Your Password 

1) If you don’t remember your password and need to reset it, go to https://www.office.com and click “Sign in” 

2) Enter your Marian email address and click “Next.” Once you are at the enter your password screen click “Forgot my password” 

https://www.office.com/


3) Enter your email address and CAPTCHA code and click next 



4) You’ll be asked to verify your identity using the two methods you previously set up in Part II. First, choose whether you would either A) 

like to verify via a text or B) verify via a call. Select the corresponding bubble and enter your phone number. Click either text or call 

based upon which choice you selected. 

5) Enter the code in the box and select next. 



6) Next, you’ll be asked to verify the second method via the Microsoft Authenticator App. You can choose whether you want A) to have a 

notification sent to your Authenticator App or B) to enter a one-time code from the Authenticator App. Select the bubble of your 

choosing and click either “send notification” or enter the code from your app. 

7)  If you chose to send a notification, a number will appear on your screen and your phone will alert you that your account is trying to sign 

in. Open the authenticator app and enter the code and tap “Yes” on your phone. 



8) Now that you’ve verified both methods, you can choose a new password. Enter the new password and confirm it. Click “Finish” when 

done. 

*If there is something wrong with the password that you entered, you will receive the following message. Ensure that you are meeting 

the requirements and try to enter the password again. Click next. 

9) Once the password reset is successful, you will be taken to a page that has this message. Select the “click here” link and you will be taken 

to the O365 page. You can now login with your new password.  


