ARTS
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First Step

To activate your online account, you need to set up your username and password. Your login details
are as follows:

1. Open an incognito window or private window in your fbkiabsnita pponiaecialanpeeion

You are seeing this warning because this site does not support HTTPS and you are in

browser and then go to webmail.aup.ac.uk. If/When
prompted, Click the “Continue to Site” button

Incognito mode. Learn more about this warnin

Continue to site

p ARTS
UNIVERSITY
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2. Enter your username - First initial of your first name, S .
o ign in
firstinitial of your surname and your student reference

number followed by @aup.ac.uk. TV10776508@aup.ac.uk

i.e. TV10716508@aup.ac.uk Can't access your account?

Click the NEXT button
) . p UNIVERSITY
3. Enter your password - Using capital letters for your PLYMOUTH
first initial of your first name, first initial of your & tv10716508@aup.ac.uk

surname, a full stop and your date of birth.
panday Enter password

If you are a returning student with us, use your existing
password.

Forgot my password

E.g. TV.01012001

Click SIGN IN button

Once approved, you are next asked to setup your 2-factor authentication
methods to keep your account secure.
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Setup: Microsoft Multi-Factor Authentication (MFA)

You will now get the following

“Let’s Keep Your Account Secure” ARTS
p UNIVERSITY
PLYMOUTH

RP1101207@aup.ac.uk

pop up, as show on the left.

Let's keep your account secure

Click the NEXT button highlighted inred : -

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

Use a different account

You will be asked to “Install Microsoft Authenticator” onto your [MOBILE DEVICE] *x

p arTs
UNIvERSITY
PUYMOUTH

Install Microsoft Authenticator

&

back here 1o continue

B CoopkePiey @ Appstore

(=)
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** |F you already use/have the Microsoft Authenticator app, continue here: —-————ccmmmmmmmeeo

**THIS STEP IS TO BE COMPLETED ON YOUR MOBILE DEVICE **

GO TO ONE OF THE FOLLOWING: -

For Android Devices : Google Play

*+12:60 M@ secamos cLOBAL o ol T @i

For Apple Devices: App Store =———nw_ ;m,;;;;i;«:;;' L :ﬂe«;:uny

13:37 ™ «46 .. Microse,
& microsoft authenticator Q . / 230 96
* &
Microsoft Authentic.. =D Search for “Microsoft Authenticator” and ® .
- select ‘Get’ or ‘Install’
Available on more devices A a ”,"mso" Authenticator Get

Google Rauru
Chrc 00k

Google Pixel 9 Pro F... @
Foldable

Once downloaded & installed: -

coogkty Open Microsoft Authenticator App <*-===== TR (DR v |~
e Fialer STt CmmLe we
Soogeretste QD — If prompted, select “Allow e |l
le Pixel Slate ifi H ” S ~B .E- a2 B
iy O Notifications = |5 I
Show all devices T g I r o
> s s

@ Q microsoft authe: € W

Next, click on the ¥ sign on the top right

— Select Work or School

— Select Scan QR Code

** THE FOLLOWING IS TO BE COMPLETED ON THE COMPUTER **

Install Microsoft X
Your computer screen should still have the following displayed: - - Authenticator

Click the NEXT button on “Install Microsoft Authenticator” screen

-

Install the app on your mobile device, then come
back here to continue.

Download on the

prr .
B Google Play & AppStore

Set up a different authentication app

Back Next
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Set up your account in app X

At “Set up your account in app” Click NEXT button

If prompted, allow notifications. Then add an
account, and select Work or school.

Back

Which will load a QR Code on the screen....

&can the QR code X

Use the Microsoft Authenticator app to scan the QR
code. This connects the app to your account.

Then come back and select Next.

Can't scan the QR code?

(P02 YO SsIU1 NVOS LON 0Q)

**THE NEXT STEP IS TO BE COMPLETED ON YOUR MOBILE DEVICE **

On your [MOBILE DEVICE], within the Microsoft Authenticator app, Scan the QR Code shown on
YOUR [COMPUTER] screen.

C:\Users\RPerring\Documents\Word_Google Docs\Shared Drive Files Backup\Step by Step Guide - Activate AUP Email Page 4 of 5
and Setup Multi-Factor Authentication [Microsoft] - Final.docx



ARTS
p UNIVERSITY Step-by-Step Guide: Setting up Microsoft MFA
PLYMOUTH

Once you have scanned the QR code on your [MOBILE
DEVICE], immediately click the NEXT button on the
[COMPUTER], where it will display 2 digits in “Lets try it
out”

Let's try it out x

a)dwex3

Enter the 2 digits displayed on YOUR
[COMPUTER], into your Microsoft Authenticator app on

your mobile device, click YES, to verify you are you —

Enter the number shown in the app to approve the
sign-in request.

Back

@ Authenticator Added

Once verified, the screen will move on to confirm “Authenticator
Added”

‘You can now use Microsoft Authenticator to approve Cl.|Ck the Done button. Select NO at “Stay S|gned In"

sign-ins, get one-time codes, and more.
_ - button
This is now your default sign-in method.

|+

Gmail will then open your AUP email account.

Please contact the AUP IT Helpdesk if you should have any questions/queries/ issues with
these instructions on x449 / external 01752 203449
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