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Quick Reference Guide

Modifying Security
Verification Settings

When you are logged into Office 365, ensure that
your details are correct for security verification.
You will need this for when logging into new
devices.

1. Sign into Office 365.

2. Inthe upper-right corner of the Office 365
homepage, select your account name and then
select My account .

3. Select on the Security & privacy tile or tab in the
left-hand banner and click Manage security &
privacy.
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4. Click on Additional security verification and then
click on Update your phone number used for
account activity.
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5. Inyour preferred options follow these steps:

a. Change your preferred option via the drop-
down menu to Text code to my
authentication phone.

b. Change your method of response by
selecting Authentication phone.

- Select Country: Australia
- Input mobile number
c. Click Save.

what's your preferred option?

We'll use this verification option by default.

a Text code to my authentication p I

how would you like to respond?

Set up one or more of these options. Learn more

b Authentication phone Australia (+61) ~ 123456789 I
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[ Authenticator app or Token Set up Authenticator app

restore multi-factor authentication on previously trusted devices

cancel I

Your phone numbers will only be used for account security. Standard telephone and SMS charges will apply.

Note: Add your personal mobile number. You
receive all verification PINs on this number for any
future logins to Office 365.

6. Once details have been updated, click Save and you
will be returned to My account.
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