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Please note you will need to contact ITSupport to reset your authentication method if you
have a new phone.

1. Open outlook.office.com on the internet on your phone/ tablet
2. Click on the Sign in Button

& office.com

3. Enter your school email address and press next — if you are unsure of your email address,
please ask the IT Department in each school.

login.microsoftonline.com |ﬁ

B® Microsoft
Sign in

2fademo@spaldingacademy.org.uk

No account? Create one!

Can't access your account?

@\ sign-in options
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4. Enter your password (same as the one you use to log into the computer at school), Click Sign In.

login.microsoftonline.com M

SPALDING
- ACADEMY
« 2fademo@spaldingacademy.org.uk
Enter password

Password

If you experience any issues logging in, or
need to change your password, please
contact
ITSupport@spaldingacademy.org.uk

5. Press next on the ‘More Information Needed’ section shown below.

login.microsoftonline.com ﬁ

SPALDING
A ACADEMY

2fademo@spaldingacademy.org.uk

More information required

Your organisation needs more information to keep
your account secure

Use a different account

Learn more

If you experience any issues logging in, or
need to change your password, please
contact
ITSupport@spaldingacademy.org.uk
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6. Click on the ‘Download Now’ option on the next section.

mysignins.microsoft.com M

SPALDING )
ACADEMY £

Keep your account secure

Your organisation requires you to set up the following
methods of proving who you are

Microsoft Authenticator

a 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”

I'want to use a different authenticator app

’ South Lincolnshire
%@Academies Trust

7. This will take you to the Microsoft download page below, scroll until you see the ‘Get the
App’ button, depending on the phone you use will depend on the icon shown.

App Store
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8. This will then ask if you to open another application depending on your device. Click Open

This page will apen in another
application.

Open

Cancel

9. This will then open your app store — please click install on the Microsoft Authentication App,
if you have already installed, please click Open.

€ Search
Microsoft
Authenticator
Microsoft Corporation
[ open M
5K RATINGS CHART
4.7 4+ No.
2 8 8 & 3 Years Old Productivity Microso
What's New Version History
Version 6.7.16 3w ago

We're always working on new features, bug fixes,
and performance improvements. Make sure you
stay updated with the latest version for the | more

Preview

More security, for Signinv
all your accounts your ph
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10. Once installed return to the internet app on your phone with outlook.office.com open, click
the next button.

mysignins.microsoft.com M

SPALDING )
ACADEMY :

Keep your account secure

Your organisation requires you to set up the following
methods of proving who you are.

Microsoft Authenticator

@ 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”.

I'want to use a different authenticator app

11. Click on “Pair Your Account’ to the App by clicking this link.

soft.com [0}

)
rd

SPALDING
ACADEMY

Keep your account secure

Your organisation requires you to set up the following
methods of proving who you are.

Microsoft Authenticator

e Set up your account in the
app

When finished, come back to this setup experience.

Fair your account to the app by clicking this link.

Show QR code
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12. This should then prompt you to open the Authenticator App, click open

SPALDING )
ACADEMY

Keep your account secure

Your organisation requires you to set up the following
methods of praving who you are.

Microsoft Authenticator
G "Chrome" wants to open e
“Authenticator”
Cancel Open

Whe

Show QR code
e

Lwant to set up a different method

13. When the app first opens it should prompt you to allow notifications, click allow as this is
required for the app to work correctly.

“Authenticator” Would Like to
Send You Notifications

MNotifications may include akarts,
sounds and icon badpges, These can be
configured in Settings.

Don't Alkow Allow

Alroardy haven  backup?
Restam your account

Begin recovery
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14. Once paired this should then appear in the list of linked accounts on the device as shown
below:

Spalding Academy
2FADEMC@spaldingacademy.ong.uk

Spalding Academy

2FADEMO@spaldingacademy.org.
uk

Notifications enabled
(‘;)_?I You can use this device to approve notifications to
verify your sign-ins

One-time password code

© 711278

[} Enable phone sign-in
&£ Change password
&, Update security info

¥0) Review recent activity
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16. Go back to the internet app with outlook.office.com loaded, once paired click the next
button.

SPALDING P
ACADEMY f

KEEP your account secure

Your organisation requires you to set up the following
methods of proving who you are

Microsoft Authenticator

@ Set up your account in the
app

When finished, come back to this setup experience.

Bair your account to the app by clicking this ink

Show OR code

17. This will then load a screen with a prompt appearing from the app to approve the sign in and
a code. Click on the ‘Approve Sign-In?’ button. Remember the two-digit numbers shown you
will need these for the next step.

Keep your account secure

Your organisation requires you to set up the following
methads of proving wha you are

Microsoft Authenticator

Let's try it out

Approve the notification we're sending to
your app by entering the number shown
belaw

61

Back

Lwant 1o set up a different method
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18. Then enter the code which was shown on the previous page and click ‘Yes’

Spalding Academy

2FADEMO@spaldingacademy.org.
uk

@ t Are you trying to sign in?
! Spalding Academy
g 2FADEMO@spaldingacademy.org.uk

( Enter the number shown to sign in.

&1
(> ¢ >
No, it's not me Yes
&, Update security info >
@ Review recent activity >

19. Go back to the internet app with outlook.office.com loaded and the below screen will appear
click the next button.

mysignins.microsoft.com

SPALDING )
c ACADEMY

Keep your account secure

Your organisation requires you to set up the following
methods of proving who you are.

Microsoft Authenticator

Notification approved

oo | N
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20. You should then receive the below screen to say this has now been set up successfully.

mysignins.microsoft.com @

Microsoft Authenticator app was successfully registered

Fri, 22 Sep 2023 07:23:55 GMT
Keep your account secure

Your organisation requires you to set up the following
methods of proving who you are.

Success!

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

Default sign-in method:

@ Microsoft Authenticator

21. You will then be prompted if you want to remain logged in — if this is a shared device, please
press no.

login.microsoftonline.com M

SPALDING
- ACADEMY
2fademo@spaldingacademy.org.uk
Stay signed in?
Do this to reduce the number of times you are
asked to sign in.

() Don't show this again

No Yes

If you experience any issues logging in, or
need to change your password, please
contact
ITSupport@spaldingacademy.org.uk
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22. You should then receive a screen to say welcome to Microsoft as shown below.

B8 Microsoft 365

o

Welcome to Microsoft

365, 2FADEMO

23. Now Download the Satchel App from the App Store and open the app.

Satchel One
satchel: ¢ t Show
on
@ 0]
2.8 4+ No.g |

* ok

What's New Version History

« Access Neeto application from the create
homewark experience
« Standardise leacher naming format  more

Preview
Submit . -
homework

24. Search for the school you are based at in the search bar:

ol = B

Search for your school

Q Spalding Academy Search

Spalding Academy PE11 2EJ

Cowley Academy PE11 4TF
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25. Click the ‘Sign in with Office 365’ button.

1 ailrmady hivve an account

Log in with smail o ussmanma

1 da nat have an account yet

Log in with PIN or Parent Code

A

26. Enter school email address same as before.

Cancel

B Microsoft
Sign in

2fademo@spaldingacademy.org.uk

Mo account? Create one!

Can't access your account?

Q\ sign-in options
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27. Enter password (same as used for the computers at school) and press sign in

Cancel

g:- SPALDING
= ACADEMY

< 2fademo@spaldingacademy.org.uk

Enter password

Password

If you experience any issues logging in, or
need to change your password, please

rantact

28. You will be asked to approve the sign in request as before — remember to code and approve
the sign in request.

SPALDING

ACADEMY
2fademo@spaldingacademy.org.uk
Approve sign-in request

Open your Authenticator app, and enter the
number shown to sign in.

Mo numbers in your app? Make sure to upgrade
to the latest version.

I can't use my Microsoft Authenticator app right now

If you experience any issues logging in, or
need to change your password, please
contact
ITSupport@spaldingacademy.org.uk
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29. Approve the sign in request by entering the code shown.

?

E] Are you trying to sign in? uk
Spalding Academy
2FADEMO@spaldingacademy.org.uk

Enter the number shown to sign in.
35|

No, it's not me Yes

30. Go back to Satchel App and the below screen should appear.

SPALDING
ACADEMY

Hademo@spaldingacademy.ong uk

Stay signed in?

De this to reduce e number of limes you are
asked to sign in.

Dont show this again
o

f you axperience any issues logging in, or

need to change your password, please

contact
TSuppon@spaldingacademy.ang,uk

31. You will now be successfully logged into the Satchel App



