
Initial Multi-factor Authentication Instructions 

 

Step 1: Close out of all Office 365 applications on your ALP owned and personal devices. This includes, but is not limited 

to, Outlook, Word, Excel, Teams, SharePoint, etc. 

 

Step 2: Go to the link below: 

https://aka.ms/MFASetup 

 

Tip: You may be prompted to sign into your ALP office account. If you are already signed in skip to Step 3, otherwise sign 

in as usual. 

 

Tip: If you have already successfully set up your Multi-factor Authentication, you will land on the settings page where 

adjustments can be made.  

 
 

Step 3: You will see the message, “Your organization needs more information to keep your account secure” click “Next”. 

 
 

  

https://aka.ms/MFASetup


Step 4: Use the drop-down menu and select “Authentication Phone”.  

 

Go to the next dropdown menu select “United States (+1)” and enter your personal cell phone number in the box. 

 

Choose your preferred method to receive the code, either “Send me a code by text message” (recommended), or “Call 

me” and then click “Next”. 

 

Tip: There may be an option for “Office phone”, please disregard as this is disabled for security reasons. 

 
 

Tip: See below for an example of the text message you will receive 

 

  



Step 5: Enter the one time verification code you received and click “Verify” 

 
 

You should then see the following page with the message “Verification successful!”, click “Done” and you will be taken 

to your account 

 
 

Step 6: Upon completion of prior Steps 1 through 5, open and/or sign back into Office applications on all ALP owned and 

personal devices. You will be prompted to authenticate the sign in attempt. 

 

Tip: If you see the “Additional security verification” page, you have completed the initial registration. 

 

Tip: Once all devices are properly verified and authenticated the registration process is complete. Your account should be 

all set with Multi-factor Authentication! 

  



What to Expect After Initial Set Up and Moving Forward 

 

• Any ALP owned and/or personal devices that contain ALP Office applications will require individual verification. 

• Multi-factor Authentication will be triggered every time your ALP account is accessed on a non-authorized 

device. 

o A one time verification code will be sent to you depending on how the MFA was set up, via a call, text, or 

email to the personal email address on file. 

o Examples:  

▪ On a new iPhone when setting up your ALP email account on the Outlook application. 

▪ When using a new computer to access the Outlook Web App website. 

• Multi-factor Authentication is set to expire every 30 days, meaning you will be required to authenticate your 

account using a one time verification code after 30 calendar days. 

o Note: This schedule may change with or without warning. 

• Multi-factor Authentication will be triggered with any suspicious or malicious activity 

o Examples: 

▪ Your account is accessed in a certain region and all of a sudden is accessed  elsewhere. 

▪ Simultaneous sign ins from multiple devices 

▪ Multiple failures to sign in 

 

 


