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Download and install the Microsoft Authenticator app on your Android or iPhone.
                                                                        This can be found in the Google play store or Apple Store.

Use the following link to access the 2FA setup: https://aka.ms/mfasetup
You will be prompted to sign in with your email address and password, then 
will be presented with the following message. Just click next to proceed to 
the setup. 
You may also see this prompt appear automatically when using your MS 
office apps like Word, Outlook or Excel. If so just click “Next” and it should 
open a link in your browser to the same login page. 

Once you log in you should see the following screen:

Open Microsoft Authenticator from your Phone         
(this was downloaded in step 1)

a. Select: I Agree.
b. Select: Scan a QR Code.
c. Select: Allow (Authenticator to access camera) if 

asked.

If you do not see the prompts above
Select Add Account, then Work or School Account

Then click Scan a QR code.

We now require multi-factor authentication for users to improve our firm’s security. Going forward, you will 
be prompted to approve logins from time to time using your phone. Please review the documentation below 
to configure Multi-Factor Authentication. If you encounter any issues along the way and need additional 
support, please contact Braver Support. 
Please do not approve any authentication request if you are not the one attempting to sign into your Microsoft Account.
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This is what you will see on your computer.  

Scan the QR code displayed on your computer 
screen with your phone.  

Once you scan the code you should see an entry 
with your Office’s name appear on the app list. If 
you click into that entry you will see a rotating 6 
digit code. 

Once you click “Next” on the webpage you will be asked to either input that six digit code or approve a security 
request sent to your app, the security request should look like this, just press Approve:

You’ll be asked to enter a secondary authentication method, 
It should default to inputting a phone number and look like the following:

Please input your phone number and depending 
on which option you choose you will either be 
texted a 6 digit code you need to input to the 
webpage or receive a call where you need to 
approve a security request. 

Once you do that the secondary authentication 
should be set up. 

For the final step you will be shown a screen with an “App Password” this is something you don’t need to 
concern yourself with so just click “Done” and your 2FA setup will be complete.

What Happens Next? 
Sometimes when you open the outlook app you will be presented with an Approve sign in request box. When 
this happens open Microsoft Authenticator and Select Approve.
This will be something you only need to do once when using the app version of MS Office but if you access the 
apps through a browser then you will need to approve a request on each login. 
Please do not Approve any Authentication request from the app if you are not the one attempting to 
sign into your Microsoft Account.
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