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Outlook - iPhone Setup
Purpose

This SOP describes the process for logging into Outlook app for the first time and setting up multi-factor
authentication (MFA) for iPhone.

Scope
This procedure applies to all employees who need to access their Outlook email account for iPhone.

Responsibility
It is the responsibility of each employee to follow these instructions to ensure successful login to
Outlook and to set up multi-factor authentication for enhanced security for iPhone.

Step 1: Download the Outlook App and Authenticator App
Open the App Store on your iPhone.
Search for 'Microsoft Outlook' and download the app.
Search for 'Microsoft Authenticator' and download the app.
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Step 2: Add Your Work Email
1. Open the Outlook app.
2. Tapon'Add Account'.

L

Welcome to Outlook

3. Enter your work email address and tap 'Add Account'.

Add Account

Enter your work or personal emai

n.Robinson@floridaconference.com

4. Click ‘Open Authenticator’
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Step 3: Set Up Multi-Factor Authentication (MFA)
1. After signing up, you may be prompted to set up Multi-Factor Authentication (MFA).
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Enter the number shown to sign in.

Get Codes

Seventh-day Adventst Church
FLORIDA CONFERENCE

nathan.robinson@floridaconference.com

Enter password

Password

Forgot my password

Sign in with another account

Get Codes

PR seventhcay Adventist Church
PEN fionioa conrerence

nathan.robinson@floridaconference.com

More information required

Your organization needs more information to keep
your account secure

Use a different account

Follow the on-screen instructions to set up MFA. This usually involves:
a. Approving the sign-in request from a trusted device or app.

Keep your account secure

Microsoft Authenticator

e Start by getting the app

On your phone, install the Microsoft Authenticator app.

After you install the Microsoft Authenticator app on

your device, choose “Next” Show QR

Are you trying to sign in? re
Florida Conference of SDA

Nathan.Robinson@floridaconference.c
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Keep your account secure

Microsoft Authenticator
e Set up your account in the app

When finished, come back to this setup experience.

unt to the app by clicking this link

Sack

Keep your account secure

= Microsoft Authenticator

No, it's not me

| can't see the number
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Notification approved
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Microsoft Authenticator app was successfully registered
Thu, 01 Aug 2024 15:00:21 GMT

Keep your account secure

Success!

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

Default sign-in method:

A
Microsoft Authenticator
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Step 4: Re-Sign into your Email
1. Once MFA is set up, Resign into your email

Add Account

n.Robinson@floridaconference.com

2. Click ‘Open Authenticator’ (go through the MFA process if prompted to do so)

Cancel Get Codes

nathan.robinson@floridaconference.com

Enter password

Password |

Forgot my password

Sign in with another account

3. Click ‘Maybe Later’ if asked to add another account
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Step 5: Access Your Email
1. You can now access your work email from the Outlook app on your iPhone.

2. Use the app to send, receive, and manage your emails on the go.
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< Authenticator

Inbox

Focused Other = Filter

° External CDW 1
[EXTERNAL] CDW Backorder Notification

Tim Spangenberg
New voicemail from WIRELESS CALLERf...

@ External Joe Rotella
Our 2 PM Mtg Today - Sage HRMS HR A...

Yesterday

@ Note to self
Outlook Setup Template

3OP for setting up Outlook on iPhone

Notes
Ensure that you keep your new password and MFA information secure and do not share it with anyone.

If you encounter any issues during the login or MFA setup process, please contact the IT department for
assistance. Call (407) 644 5000 and ask for the IT Department or email
Nathan.Robinson@floridaconference.com
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