
 

 

 

 

 

 

 

 

 

Open your web browser and navigate to https://outlook.office.com 

There is a link to the new Outlook also 

included on the Employee HomePage (employee.jrmc.org) 

  

https://outlook.office.com/


 

 

 

 

 

 

 

 

 

Your username will be the same as what you would use to access 

MCN eLearning, Allscripts, and log into your computer. 

 

If you don’t know what your username is, submit a ticket to the IS Helpdesk  



 

 

 

 

 

 

 

 

Your password is the same as what you currently use to access 

MCN eLearning, Allscripts, and log into your computer. 

 

If you don’t know what your password is, submit a ticket to the IS Helpdesk   



 

 

 

 

 

 

 

 

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  



 

 

 

 

 

 

 

 

If you are signed into your computer under your own credentials, 

you may select “Yes” 

 

Otherwise, select “No” when logging into any M365 application on 

a shared computer  



 

 

 

 

 

 

 

 

 

Select “Continue” on the following screen to begin 

using Outlook  



 

 

 

 

 

 

 

 

 

Your office applications can be accessed from the top left 

App launcher. These are web applications, only accessible 

from a web browser. They are not installed on your PC.  



 

 

 

 

 

 

 

When attempting to launch other applications, you will need to sign in to 

each of them. 

But, because you just signed in and authenticated, you simply need to 

select “sign in”, then select your account name. 

 

 


