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SWI for MFA on Workday

1. Loginto your respected workstation
2. Open Microsoft Edge

a. Put https://aka.ms/mfasetup into the url

B Microsoft

Sign in

3. Sign into the login prompt with your @sblhs.org email
a. Click next when your email is typed in correctly

B® Microsoft X
Sign in /

Ibelcher@sblhs.org

Can't access your accounts /
2

Next




4. This will ask for your password, please type in your password and sign in

¥ Microsoft

1
< |belcher@sblhs.org /

Enter password

FOngt my password

5. You will immediately get a screen saying “More information required”
a. Please click next

B® Microsoft

Ibelcher@sblhs.org

More information required

Your organization needs more information to keep
your account secure

Use a different account

Learn more

Next




6. You have multiple options here. The SBL security team recommends having two different mfa
methods, you do not need two methods these are your choices. (Authenticator app, texting or
calling). Please choose which method you prefer.

a. Below is the screen you will pick, if you want to use the authenticator application, please
click next. If you want to user a different method, please click “l want to set up a
different method.”

Your organization requires you to set up the following methods ot 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".

Auth app, click next

\

| want to use a different authenticator app

Next

L want to set up a different method texting or phone call click here.
—

7. Remember, you can always set up another method later.
8. First we will start with the Authenticator app
a. You will need to download the Microsoft Authenticator App via apple store or google
play store.
9. Onyour phone, if you are prompted allow notifications
a. Add an account by clicking the + sign
b. Select “work or school”
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c.  Onthe computer you should be able to click next and a QR code will pop up 10. Click
Scan QR code on computer with your mobile phone.

WHAT KIND OF ACCOUNT ARE YOU ADDING?

] S

Personal account
L]

m Other (Google, Facebook, etc.) >

Add work or school account

Sign in

11. You will get a number on your computer screen and your phone.
a. Please enter that number
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m sblhs.org "
Are you trying to sign in?
| sblhs.org r.

m LBelcher@sblhs.org >

|
Enter the number shown to sign in.
H |Fnh-r number
| >

No, it's not me Yes

12. Click next
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13. Click done

Success!

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

Default sign-in method:

A
Microsoft Authenticator

14. Congratulations! You have set up the Microsoft Authenticator Application
15. Now that you are logged in you should be able to see the Authenticator application in your
Security info once signed in.

+ Add sign-in method

Microsoft Authenticator
Pl Delete

Push multi-factor authentication (MFA)

16. If you would like to add a second method like texting, please click Add sign-in method

-+ Add sign-in method

@ Microsoft Authenticator Pl

Push multi-factor authentication (MFA)

17. Choose your desired sign-in method, I'll be using phone

Add a method

Which method would you like to add?

Choose a method

Authenticator app

Phone

Alternate phone

Office phone




18. Click on Add

Add a method X

Which method would you like to add?

Phone

19. Enter your phone number and choose either (Text me a code or Call me)
a. Do not use a shared office phone as this can cause unnecessary disturbances.

Phone X

You can prove who you are by answering a call on your phone or
texting a code to your phone.

1
What phone number would you like to use? /

‘ United States (+1) v || 0000000000

@ Text me a code

O Call me @-—2—

—ivtessage-aneaataratesmdy apply. Choosing Next means that you

agree to the Terms of service and Privacy and cookies statemen

Cancel ‘ Next

3




20. Once you put in your phone number, choose your method then click next
a. This will send you a 6 digit code to your phone.
b. Putin this code and click on next

21. After you click next with the correct code, click done

Phone X

° SMS verified. Your phone was registered successfully.

22. You have now added two authentication methods.

-+ Add sign-in method

% Phone

@ Microsoft Authenticator
Push multi-factor authentication (MFA)



