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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
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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

Outlook
Mew

Outlook {classic)

Opening Outlook, you’ll be prompted to provide an account to use. With your
email address in the field, select “Continue” or “Sign-In”

Welcome to the new Outlook P" 3

EMY &S 1 )

Outlook supports Microsoft 365, Gmail, Yahoo,
iCloud, IMAP, and POP. Learn More

|
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*If prompted, select Microsoft 365 or Office 365

Select your email provider

KerrC@jrmc.org

o Microsoft 365
Office365, Exchange
[s Qutlook.com

@outlook.com, @live.com, @hotmail.com

M Gmail

y.’ Yahoo
B iCloud
™
Cancel




g Jefferson
‘ Regional

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

Then, click “Sign in”

il Jefferson Regional

kerrc@jrmc.org

Enter password

Password

in with another account

This Jefferson Regional system is for authorized

business use only. By signing in, you acknowledge
you have been granted access by Jefferson Regional
and you agree to comply with all applicable policies
and laws. Activity on this system may be monitored,
recorded, and disclosed to law enforcement or
requlators. There is no expectation of privacy.

Unauthorized use or disclosure may result in
disciplinary action, termination, and civil or
criminal penalties. If you are not an authorized
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Once you’ve logged in, you’ll need to set up Multi-Factor Authentication
(MFA)

Click “Next”

il Jefferson Regional

kerrc@jrme.org

Let's keep your account secure

We'll help you set up another way to verify it's you.

Use a different account

This Jefferson Regional system is for authorized
business use only. By signing in, you acknowledge
you have been granted access by Jefferson Regional
and you agree to comply with all applicable policies
and laws. Activity on this system may be monitored,
recorded, and disclosed to law enforcement or
regulators. There is no expectation of privacy.

Unauthorized use or disclosure may result in
disciplinary action, termination, and civil or

criminal penalties. If you are not an authorized
user, disconnect now.
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to download the Microsoft Authenticator app onto your 1

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

phone

OO v -

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

:u Jefferson Regional ?

Keep your account secure \,j

\ Microsoft Authenticator

e 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".

| want to use a different authenticator app

| want to set up a different method
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Select “Next” to begin setting up MFA for your Jefferson Regional Account

{* Jefferson Regional ?

Keep your account secure i

Microsoft Authenticator

Set up your account

It prompted, allow notifications. Then add an account, and select "Work or
school”.

| want to set up a different method
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Using the Microsoft Authenticator app,

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

and then scan the QR code shown on the PC

Phone

w ! Speit 30 W03 AM @ T o Soret UTE

Accounts € Accounts

Ready to add your BY Personal acoount
[}

first account?
8 e <y Computer

A —

illefferson Regional ?

Microsoft Authenticator

Add account

Scan the QR code
Already have a backup? . . : . I

Sign I 10 Your recowvary account Use the Microsoft Authenticator app to scan the QR code. This will connect

the Microsoft Authenticator app with your account. (
Begin recovery

After you scan the QR code, choose "Next",

| Can't scan image?
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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

:lJefferson Regional ?

Keep your account secure L

Microsoft Authenticator

o Let's try it out
§Approue the notification we're sending to your app by entering the number
- shown below.
33

| want to set up a different method
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Keep your account secure

Microsoft Authenticator

Notification approved

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

:I Jefferson Regional

Microsoft Authenticator app was
successfully registered

Keep your ad

Fri, 26 Sep 2025 15:15:18 GMT

uccess!

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

in:

Default sign-in method:

4 @ Microsoft Authenticator
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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*

Automatically sign in to all desktop apps and websites
on this device?

Selecting Yes, all apps will:

+ Allow us to use your work or school account to sign you in to other desktop apps
and websites you use on this device.

+ Register this device with your organization, allowing your organization to view
device information like the device's name.

Is this a shared device? If so, consider signing in to this app only.

Learn more

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

B® Microsoft

| kerrc@jrmc.org

Account added to this device
You now have access to your organization's apps and

services. If this is a shared device, make sure to
remove your information when finished.
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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

e o B ® B

Edge Outlook Microsoft... Photos Settings Calculator

2 & % =
= 3° =

Clock Notepad Paint Snipping Tool File Explorer Word

B &

Excel PowerPoint




