
How to set up Two-Factor Authentication 
for your Kingston Account 

There are two ways to set up your authentication. 

1. Microsoft Authentication App
2. Phone Number

Instructions on how to complete either option are below. 

Microsoft Authentication App 

How to set up the Microsoft Authenticator App while on a computer………………..pages 1-4 

How to set up the Microsoft Authenticator app while using a phone…………………pages 5-6 

Phone Number 

How to set up a phone number for Authentication…………………………………………pages 7-8 
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How to set up the Microsoft Authenticator App while on a computer  

Sign Into Your Kingston Email: 

• Visit https://outlook.office365.com/ and sign in with your Kingston Email and Password.

Begin Authenticator App Setup:  

• After signing in, you'll be prompted to start the Microsoft Authenticator app setup.
• Click “Next” to proceed.

https://outlook.office365.com/
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Download the app: 

• You will now be prompted to download the Microsoft Authenticator app on your phone. 

 

• Install the Microsoft Authenticator app from the App Store on your Phone.  

  

• Now Open the Microsoft Authenticator app.  
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Add account: 

• Tap the "+" button to add a new account

Scan QR code: 

• Back on the “Keep your account secure” page, click “Next” to display the QR code

1. Scan the QR code on your screen using the Microsoft Authenticator App
2. Click Next

1. Choose "Work or school account” 

2. Select “Scan QR code”
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Confirm the Setup: 

• Confirm the number displayed on the “Keep your account secure” screen by entering it into your
phone and selecting “Yes”.

If you have any additional questions or concerns, please contact us at the Helpdesk. 

Phone Call - 419-247-2557   Kingston Help Desk Ticket Submission 

http://www.google.com/url?q=http%3A%2F%2Fkhealth.sdpondemand.manageengine.com&sa=D&sntz=1&usg=AOvVaw1mhxxdsEFRrEgKHxmz7SKU
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How to set up the Microsoft Authenticator app while using a phone 

Sign Into your Kingston Email account: 

• You can sign into your Kingston Email account by using Outlook.com or the Infor GO application.

• After signing in, you'll be prompted to start the Microsoft Authenticator app setup.
• Tap “Next”
• Select “Download Now” to Download the Microsoft Authenticator app.
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• With the Microsoft Authenticator app installed
• Tap “Pair your account to the app by clicking this link.”

• Once Paired tap “Next”
• It will now prompt for approval in the Microsoft Authenticator App
• Enter the number on your screen into the Microsoft Authenticator App
• Tap “Yes”

• Once Approved tap next.

If you have any additional questions or concerns, please contact us at the Helpdesk. 

Phone Call - 419-247-2557  Kingston Help Desk Ticket Submission 

http://www.google.com/url?q=http%3A%2F%2Fkhealth.sdpondemand.manageengine.com&sa=D&sntz=1&usg=AOvVaw1mhxxdsEFRrEgKHxmz7SKU
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How to set up a phone number for Authentication 

Sign Into your Kingston Email account: 

• You can sign into your Kingston Email account by using Outlook.com or the Infor GO application.

Enrolling your Phone Number for authentication: 

• You will now be on the “More information required” screen.
• Select “Next” to continue
• Select “I want to set up a different method”

• Select the method of "Phone”
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• Enter your phone number
1. Select “Receive a code” to be sent a text message for Authentication
2. Select “Call me” to receive a phone call for Authentication

• Select “Next” to continue

Verify your phone number: 

• You will now (1.) Receive a code or (2.) Receive a call
1. Enter the 6-digit code that has been sent to your phone

a. Once entered select “Next”

2. Answer the phone call
a. Follow the spoken instructions on the call to verify your phone number

If you have any additional questions or concerns, please contact us at the Helpdesk. 

Phone Call - 419-247-2557   Kingston Help Desk Ticket Submission 

http://www.google.com/url?q=http%3A%2F%2Fkhealth.sdpondemand.manageengine.com&sa=D&sntz=1&usg=AOvVaw1mhxxdsEFRrEgKHxmz7SKU



