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First You have to install the “Microsoft Authenticator” App in your smart device/phone using
“Google Play Store” or Apple “App Store”
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Figure 02:- Installing the “Microsoft Authenticator” App on your smart phone cont’d

After that you have to open the app and follow the steps as shown in the below figures.
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Microsoft respects your privacy

We collect required diagnostics data to keep
the app secure and updated. This does not
include any personal data
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Help us improve Authenticator

By allowing us to collect additional
non-personal data, you can help us improve
the app
You can turn this on or off at any time in the
‘Settings' page.

@ Help improve the app by sharing your app
usage data
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After those steps your institutional/organizational office 365 email address is verified and added to
the “Microsoft Authenticator” App

* After installation of this app you must connect to mobile data or Wi-Fi on your smart
device/phone when login to the office 365 web app.



When you want to access to your institution email account you must type following URL in your

web browser address bar (Here you can use browsers like Firefox, Microsoft Edge, Google
Chrome, Apple Safari, Brave etc...)

https://www.office.com

Then you can see the following web page appeared on your Laptop/Desktop Screen
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Welcome to Microsoft 365

The Microsoft 365 app (formerly Office) lets you create, share, and collaborate
all in one place with your favorites apps now including Copilot.*

Sign up for the free version of Microsoft 365 >

Figure 03: - Office 365 Landing Page

Then you can choose Sign in from above page and browser will redirected to the following page
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Figure 04: - Office 365 Login Page
Here you must provide the office 365 credentials as same as in the “Microsoft Authenticator” App




After that you will prompt a screen like below
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9 Open your Authenticator app, and enter the
number shown to sign in.
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No numbers in your app? Make sure to upgrade to
the latest version.

I can't use my Microsoft Authenticator app right now

More information
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Figure 05: - The verification number prompt screen

Here you will get notification on your smart device/phone as shown below
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After those steps you will redirected to the following we page as shown in below screen
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Figure 06:- Here you must click and proceed to the next page

After that you will redirected to your own office 365 account page ,
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Figure 07: - The Office 365 account page.
In the above screen you can experience the various facilities provided by the office 365 platform

1. By click on the Apps icon in the left hand bottom you can access the Word, PowerPoint, Excel
Apps that can use to your day to day research documentation works.



* Applicable only for students who are using hs123123 like username (Batch 2021/2022 onwards)
you can view the notification emails from LMS and also reset passwords in LMS using this email
account

2. By click on the Outlook App on top right you can use your dedicated institutional mail for your 4
year academic works. When you request LMS password reset, your reset mail link send to this
email. Here the password reset link in the email should be copy pasted on the web browser and you
will be guided to the LMS password reset page .



