
 

 

 

 

 

 

 

 

 

When preparing to open Outlook, avoid any older shortcuts or pinned apps 

you may still have in your start menu or on your taskbar. 

 

 

Do NOT use the old Outlook 2016 logo, if it is still present 

 

 

 

Be aware of any pinned icons you may have 

on the taskbar 

 

 

 

Or pinned items in your start menu 

 

  



 

 

 

 

 

 

 

 

Click the Start menu, then open either Outlook or Outlook (classic), 

with classic being a more traditional layout you may be used to from 

Outlook 2016 

 

 

 

 

Opening Outlook, you’ll be prompted to provide an account to use. With your 

email address in the field, select “Continue” or “Sign-In” 

  



 

 

 

 

 

 

 

 

*If prompted, select Microsoft 365 or Office 365 

  



 

 

 

 

 

 

 

 

Enter the password you use to login to Allscripts, your PC, or your email. 

Then, click “Sign in”  



 

 

 

 

 

 

 

 

Once you’ve logged in, you’ll need to set up Multi-Factor Authentication 

(MFA) 

 

Click “Next”  



 

 

 

 

 

 

 

 

Using your phone’s camera, scan the following QR code 

to download the Microsoft Authenticator app onto your 

phone 

 

 

Once downloaded (or if you already have the app) open it now  



 

 

 

 

 

 

 

 

Select “Next” to begin setting up MFA for your Jefferson Regional Account  



 

 

 

 

 

 

 

Using the Microsoft Authenticator app, 

Select the + button, then “Work or school account” 

and then scan the QR code shown on the PC  

  Phone 

 

 

       Computer  



 

 

 

 

 

 

 

 

Once it is added, you will be prompted to test your MFA 

1. On your computer, there will be a number shown 

2. On your phone, Microsoft Authenticator will notify you of an authentication 

request 

3. Open the notification and enter the number shown on your computer screen  



 

 

 

 

 

 

 

 

With your MFA set up, select “Done” to proceed with opening Outlook  



 

 

 

 

 

 

 

 

When prompted for automatic sign-in, select “Yes, all apps” 

 

Other applications like Word and Excel may ask you to sign-in to activate 

upon your first time opening them*  



 

 

 

 

 

 

 

 

Your setup is complete, select “Done” to open Outlook and begin using your  

  



 

 

 

 

 

 

 

 

 

The new icons for Office follow the same color scheme as 

the previous ones, you can locate these in your Start menu 

to open them, create new shortcuts, and pin them 


