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Log into your Microsoft 365 account with any browser using the following link:

https://portal.office.com\\

Once you have successfully logged into your account, click on your initials in the top right hand
corner.
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Click on UPDATE INFO link on the Security info box.

Security info

2

Keep your verification methods and security
nfo up to date,

UPDATE INFO >

Click the + Add sign-in method link.
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Security info

These are the methods you use bo Sign iNto your acoount of reset your password.

‘You're using the most advisable sign-in method where it applies.

Sigrein method when Mot adeicabie | u'mlil.lnlt_hlnnl:‘-

=+ Add sign-in method

In the dropt down, select Authenticator App and then the Add button.

Add a method

Which method would you like to add?

Authenticator app

Click the I want to use a different authenticator app link.

Microsoft Authenticator

Start by getting the app
6 O i e, insetal] Shis Mo osnfs Authendicator g, Doswndoad s

At you drestall the Wicremoll Aaheeicator app on peur dede, thonas "Nt

| want to ize n different autfenticator app

Click the Next button to continue.

Authenticater app

Setup your account

In your app, add & new account

On your mobile device, make sure you have the LastPass Authenticator app installed and ready. In
the LastPass Authenticator app (NOT LASTPASS VAULT), click on the + symbol to add a new account -
it should enable your camera.
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Authenticator app

Scan the OR code

Liss the mhenticaios app o wan the OF code. This will connect your mibencaion s with yos
Frn i

At st e e 8 enadie, chocne T

Hold you mobile device up to the screen so that the camera can capture the QR code - it will
automatically add your Microsoft 365 account into your LastPass account. Don't worry if it also asks
you to save it in your LastPass account - you can cancel that if asked.

Click the Next button to continue.

Authenticator app

Enter code
Bt the G-digit code shown in the fattenticaon apn

Exilem codde

You should have a 6 digit code in the LastPass app on your mobile device - enter it into the space
provided and then click the Next button to authenticate.

[ R Ny — --.-.-n'.. -

T ke witsd

D st b sy

Lt chiirds? e vl s ol i

You should now see Authenticator app as an authentication method.
At the top of that form, click the Change link beside the Default sign-in method and change th option
to Authenticator app or hardware token - code

Change default method

Which methad would you like to use to sign in?

Authenticator app or hardware token - code w |

|
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Click the Confirm button to make the change.

I would now log out of the Microsoft 365 Portal and then log back in again to test your LastPast MFA
authentication. If it is working, you can now try Outlook - the first time you start Outlook, it will ask
you for the LastPass MFA code. Note, the code changes every 30 seconds - don’t worry if you don't
have enough time to enter in the current code, just wait until it changes and then enter in the new

code.
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