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STEP 1: Go to www.office.com and click on Sign In.

How to Configuring the Microsoft Authenticator
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Welcome to Office

Your place to create, communicate, collaborate, and get great work done.

What is Office 3657
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http://www.office.com/

STEP 2: Type in your CUNY login username (yourfirstname.yourlastname## - last two digits
from your emplid @login.cuny.edu (i.e — John.doe84@login.cuny.edu)) and then click “Next”
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Sign in

safiulroni10@login.cuny.edu

Nc account
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STEP 3: Type in your CUNY login credential with your CUNYfirst account password. Click

“Login”.
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STEP 4: Click “Next”
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‘Web Applications Login

Microsaft Office 365 wsers: by continuing to
log in, wou acknowledpe that you have
reviewed and agres 1o the termrs of CUNY'S
acciptable Use of Microsall OMce 365 for
Education Folicy.
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Log in with your CUNY Login credentials:

Usermame; firstname. lastname +last 2 digis
of yoii empkyas ID@login, oy, adu

{e.g.. jane.doel3@ilogin . cuny.edu )
Passwaord; Ever your currert CUKYFrst
passwerd,

= Forgot your password?

: Change passwrg
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joseph.laub64@devlogin.cuny.edu

Let's keep your account secure

We'll help you set up another way to verify it's you.

Use a different account

Learn more about verifying your identity

Next



STEP 5: If you have Not Already Done so, Download the Microsoft Authenticator from the
Apple App or Google Play Store and click “Next”

Keep your account secure

Microsoft Authenticator

6 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

STEP 6: Click “Allow Notifications” and then “Add Account” in the App:

Keep your account secure

Microsoft Authenticator

Set up your account

It prompted, allow notifications. Then add an account, and select "Work or school”

L want to set up a different method
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STEP 7: Scan the QR Code with the App

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".

‘ Can't scan image? ‘

‘ Back ‘ Next

L want to set up a different method

STEP 7: Test the Authenticator App is Work by Following the Prompts

5|Page

Keep your account secure

Microsoft Authenticator

Let's try it out

v/

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

69

‘ Back ‘

| want to set up a different method




Step 8: Closet the Authenticator App when you are Done

Keep your account secure

Success!

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

Default sign-in method:

A
Microsoft Authenticator

NOTE: Please contact the DoIT Help Desk (L2 in the New Building or (212)237-
8200 or helpdesk@jjay.cuny.edu) if further assistance is needed.
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