
How to Create a Microsoft Account. 
1. Go to account.microso�.com, select Sign in located in the top right corner, and then 

choose Create one!  

  
2. Next enter your email account name into the provided field and select Next.  

  

3. Microso� will have you enter in some informa�on such as name, birth date, and create 
a new password.  

4. Next Microso� will send you an email with a code to verify your iden�ty.  
5. Copy and paste the code into the provided area and click Next.  

What to do if you had not linked your email account 
to a Microso� Account before accep�ng an invite. 

1. Go through the above steps to link your email account to a Microsoft account.  
2. Wait for a State of Oregon employee to send you a link to a document.  
3. Once the email comes in click and follow the link to the document.  
4. Your email account name will show up click Next to continue.  
5. You will receive a prompt for a code to be sent to your email account, click Send Code. 

https://account.microsoft.com/


 
6. You will receive an email to your account with a code. Copy and paste the code in the 

provided area.  
7. You will then be prompted to set up the Microsoft Authenticator.  
8. Please follow the instructions on the screen. For more detailed information follow the 

section of this guide on how to set up the Microsoft Authenticator.  
9. After setting up the Microsoft Authenticator you will be prompted to read the Oregon 

Terms of Use for External Guests. Once you have read them if you agree to the terms 
please click Accept.  

10. You will now be allowed to view the document that was shared with you.  

Accept the Secure File Share link. 
Example Email: 

 
Example Prompt:  
 

 



Download and install Microso� Authen�cator app. 
Please follow this link for informa�on on how to download and install the Microso� Authen�cator App. 
Download and install the Microso� Authen�cator app - Microso� Support  

Set up Mul�factor authen�ca�on on Account. 
1. On the More information required screen, click Next. 

 
1. On the Start by getting the app screen, click Next. 

 
2. On the Set up your account screen, click Next. 

 
3. On your cell phone, with the Microsoft Authenticator app opened to the Scan the QR 

code screen, aim your cell phone (iPhone or Android) at the web page. The app should 
automatically read the QR code and add your account. 

https://support.microsoft.com/en-us/account-billing/download-and-install-the-microsoft-authenticator-app-351498fc-850a-45da-b7b6-27e523b8702a


 
4. Back on the web browser, you can now click Next on the Scan the QR code screen. 

 
5. The Let’s try it out screen will appear. 

a. On the mobile device, input the code displayed on the screen and tap Approve. 

 
 

6.  If the following screen appears, you have successfully completed setting up MFA. Click Done. 
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