
Multifactor Authentication for Email 

What is Multifactor Authentication (MFA): 

❖ Multi/actor authentication (MFA) is a security technology that requires multiple

methods of authentication from independent categories of credentials to verify a user's

identity for a login or other transaction. Multi/actor authentication combines two or

more independent credentials: what the user knows, such as a password and what the

user has, such as a security token; MFA may also be referred to a 2FA, meaning there

are two ways of authentication.

There are several ways of receiving an MFA request. 

After you set everything up, when you attempt to log in to your email you will be prompted for 

your password, and then the MFA request will be sent. 

Depending on the method of setup that you choose will depend on your actions to complete 

the MFA. The options are: 

1. Phone call Cell- you will be prompted to hit a# sign on the phone.

2. Text- you will be prompted to enter a code that you get in the text to your cell phone.

3. Phone call Office Phone- This method is not recommended unless you are certain that

you will not be using email (Webmail) outside of ALC, and that you can go without using

the mobile Outlook App until you get back in the office. However, it and Cell call are the

easiest to set up.

4. App called Microsoft Authenticator that you can get from the app store. You click

approve on this or retrieve a code.

❖ Once you sign onto Outlook or use the Outlook app on your mobile device, you will be

prompted to authenticate with one of the methods mentioned above. You will need to

re-authenticate with MFA every 45 days.

❖ You will need to authenticate with MFA any time that you use webmail.

Please proceed with setting up your MFA preference at the following link/URL: 

https://aka.ms/mfasetup. Once you setup your account you will get a notice to approve MFA 

for your account and it will be delivered in one of the ways mentioned above. This will be the 

last step of the setup process. 

Please look this document over a couple of times, and then look over your method of choice a 

couple of times and print before proceeding. The methods are following this section and are 

labeled Cell, Office Phone and Mobile Phone. 






























