
Multifactor Authentication 

 

 

When signing in for the first time without 

Multifactor authentication set up you will 

receive the following message. 

 

 

 

 

 

After clicking next you will be able to choose between the Microsoft Authentication 

App or using a phone number. 

 

• Microsoft Authentication App 

 

• Phone Number 

 

 

 

Please note that set up for Multifactor Authentication requires both the use of a 

PC/Laptop as well as a mobile phone. 

 

Set up for the Microsoft Authentication app requires a Smart Phone/Tablet with the 

ability of downloading apps and scanning of QR codes.  



Authenticator App 

After clicking Next, you will be taken through the set up for the Microsoft 

Authentication App. 

 

 

 

 

 

 

 

 

 

 

 

 

On your mobile device open your app store and 

search for “Microsoft Authenticator” and 

install the app of the same name. 

 

Ensure you’re installing the application 

highlighted here. 

 

After installing and opening the authenticator 

you will be asked to allow permissions for 

notifications. 

 

In the app tap the “+” along the top and choose 

“work or school account”. 

 

Then tap “Scan a QR Code” this will open your 

camera in the app. 

 



On your computer click “Next” until you 

are presented with a QR code like the one 

here. 

 

Point your camera at the QR code. 

 

 

 

Clicking next on your computer 

will take you to a screen 

displaying 2 digits. 

 

 

 

 

At this same time, you will be sent a notification to 

your mobile phone. 

 

 

 

After tapping the notification, it will ask you to input the 

number seen on your computer screen. 

 

 

After entering the numbers your computer will then 

process the approval and display a “Notification 

approved” message after clicking next you will then be 

let into your account.  



Phone Number 

After clicking next you will be taken to the following screen, to set up mobile phone 

authentication click the “I want to set up a different method” option. 

 

 

 

 

 

 

 

 

 

 

The following screen will ask to choose which 

method to set up. 

Click Phone. 

 

 



 

Select New Zealand under the 

“Country Code” drop down 

menu. 

 

Type in your mobile number in the 

“Phone Number” text box, 

making sure to leave out the 0 at 

the beginning 

(eg. 27XXXXXXX) 

 

 

You will be sent a text message to the number 

you entered. 

 

The numbers you need are the 6 digits in the 

message itself and not the 4 digits that sent the 

message. 

(The numbers shown here are only examples) 

 

 

 

 

 

 

 

 

 



Enter the 6 digits from the text message. 

 

 

 

 

 

 

After entering the correct code you will see the image above, from here you can 

click through next. 

 

When signing in in the future you’ll be sent another 6 digits to enter. 

 


