Setting Up MFA on your Circle Account

This is a step-by-step guide that will show you how to set up your Multi-Factor-Authentication
for your Circle account.

1. Visit the website https://outlook.office.com/ and click Sign In.

Office is now Microsoft 365

The all-new Microsoft 365 lets you create, share and collaborate
all in one place with your favorite apps

Sign up for the free version of Microsoft 365 >

2. Enter your Circle email then click Next.

B® Microsoft
Sign in
ittestaccount@c21circle.com

No account? Create one!

Can't access your account?

Back Next

Q Sign-in options

3. Enter your password then click Next.

B® Microsoft
< ittestaccount@c21circle.com

Enter password

Forgot my password


https://outlook.office.com/

4. The next screen will give you two options. 1) Continue Setting up Microsoft
Authenticator (will require an app download). 2) You can set up text codes with your

cellphone number. You will need to click on “l want to set up a different method”.
C21Circle

Keep your account secure

Your organization requires you to set up the following methods of proving who you are.

Microsoft Authenticator

e 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

| want to set up a different method

5. To set up Microsoft Authenticator. Go to the app store on your phone and download.

Microsoft Authenticator

Microsoft/Corporation

 open J u

4.8 4+ #3 =

Y ¥ o kK Years Old Productivity =~ Microsoft Corg
What's New Version History
Version 6.8.1 4w ago

We're always working on new features, bug fixes, and
performance improvements. Make sure you stay updated
with the latest version for the best authentication more

6. Click Next on the Microsoft Authenticator screen on your computer.
C21Circle

Keep your account secure

Your arganization requires you to set up the following methods of praving who you are.

Microsoft Authenticator

6 Start by getting the app
On your phene, 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

| want to set up a different method




7. Click Next once again on this screen.

C21Circle

Keep your account secure

Your organization requires you to set up the following methods of proving who you are.

Microsoft Authenticator

Set up your account

If prompted, allow notifications. Then add an account, and select "Work or school™.

Lwant to set up a different method

8. Once you get to this QR code screen head over to your phone and open the Microsoft
Authenticator app.

Keep your account secure

Yaur arganizatian requires yau ta set up the following methads of proving who you are.

Microsoft Authenticator

Scan the QR code

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

After you scan the QR code, choose "Next*

[E]RETe,

Can't scan image?

want to setup a different method

9. In the Microsoft Authenticator app on your phone click the Plus Sign (top-right corner).

ull 565 E
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10. On this next screen click “Other (Google, Facebook, etc.)”.

14 Add account

WHAT KIND OF ACCOUNT ARE YOU ADDING?

. Personal account

Work or school account

Other (Google, Facebook, etc.)



11. Allow the app to access the camera and point your phone to the QR code displayed on
your computer. This will automatically go away once it scans.

2/ il 56¢ €

« App Store

< Scan QR code

Scan the QR code

Your account provider will display a QR code

Or enter code manually

12. Click Next on your computer. You will see a screen with a number.
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Keep your account secure

Your organization requires you to set up the following methods of proving who you are.

Microsoft Authenticator

Let's try it out

v/

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

54

‘ Back ‘

Lwant to set up a different method




13. Your phone will have a pop-up with a place where to enter this number. Enter the
number and then Yes.

Are you trying to sign in?
C21Circle
ittestaccount@c21circle.com

Enter the number shown to sign in.

|Enter number

No, it's not me Yes

14. Once you proceed from both screens you will see this green check mark on your
computer. This means you have completed the setup. Click Next.

Microsoft Authenticator

Notification approved

v/

o |

15. You will receive a final message stating the setup was successful.

Success!

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

Default sign-in method:

(2
Microsoft Authenticator

16. You are all set.

Please contact the HelpDesk at c21techsupport@c21icircle.com if you encounter any issues
during the setup.
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