
Set up Microsoft Authenticator app as your default sign-in method before you travel.   

This authentication method outlined below will eliminate incurring any charges for  notifications. 

 

1. Go to the My Sign-ins page 

2. The security info page will display with the method(s) you can use to sign-in to your O365 account. For 

this tutorial we’ll be using Microsoft Authenticator app or hardware token - code as the default sign-

in method.   If you have this as your default method, then you do not need to change anything. 

 

 

If you are already using the Authenticator app with notifications, you will need to select Change and change it 

to Authenticator app or hardware token – code: 

https://mysignins.microsoft.com/security-info


 

 

 If you’ve never used the Authenticator app you will need to Add it.  To Add the Authenticator app Click Add 

Method 

 

 

3. Choose Authenticator app in the drop-down menu.   

  



 
 

Screenshot showing the options available to add as a further multi-factor authentication method in the drop-

down menu 

4. Click Add 

  

 
 

Screenshot showing "Authenticator app" as the chosen authentication method to add 

5. Follow the instructions for setting up this method.   For more information on Microsoft Authenticator 

set up instructions please see:  Set up Microsoft Authenticator app on your Mobile device  

6. When the set-up is complete the new method will appear in the security info page 

  

https://support.microsoft.com/en-us/account-billing/set-up-the-microsoft-authenticator-app-as-your-verification-method-33452159-6af9-438f-8f82-63ce94cf3d29


 
 

Screenshot showing the authentication methods you have added in the security info page and what should be 

chosen as the default sign-in method. 

 

To avoid any charges for notifications please ensure the Default sign-in method is set to Authenticator app or 

hardware token – code.   If it is not, then click Change and select it. 

 

Please note, when you authenticate using this method you will need to open the Microsoft Authenticator 

app on your smartphone and retrieve the code. 

 

Additional security tip: 

If you are accessing your email and apps using https://portal.office.com from a public computer (hotel, café or  

library) or any computer that does not personally belong to you please ensure you always sign out of your 

account when you are done by going to your profile icon and selecting sign-out: 

 

1. In the upper-right hand corner or your web browser, select your picture or initials  

2. Select Sign Out 

https://portal.office.com/


 

 

 

 

 


