
Edgewater Outlook Two-Factor Authentication 

 

*Note: Please install Microsoft Authenticator on a mobile device before proceeding to the 

following steps. 

 

 

 

 

Step 1: Sign into your district Outlook email address on a district computer. 

Step 2: Once prompted for more information, press “Next” until a QR Code is presented. 

 

 

 

 

 

 

 

 

 

 



Step 3: On your mobile device press “Add account”. 

 

Step 4: Select “Work or school account” 

 

Step 5:  When adding the account, select “Scan QR code”. The QR code from Step 2 would then 

be scanned. 



 

Step 6: Once scanned, a notification will appear on the application. When prompted, select 

“Approve”. 

Step 7: A phone number can then be entered. Once entered, you may choose to verify via text 

or phone call. 

*If “Text me a code” was selected, a 6-digit number will be sent to the provided phone number 

which will then be entered into the authenticator. 

If “Call me” was selected, a phone call will immediately be received. From here, please follow 

the instructions on the call.  

 

Step 8: Once all steps have been completed, you should be able to sign in as normal.  

 

*Note: The authentication process is a one-time event and will only need to be done once. 

Please complete this by March 15, 2022 as there will be no option at this point to skip the 

process.  

 

 



Troubleshooting 

If there are issues sending and/or receiving emails on a mobile device after setting 

up authentication you may try removing the Edgewater district email and signing 

in once again via the mail application that is pre-installed on the device. 

 

How to Remove and Add Accounts on the Mail App 

iPhone:  

• https://www.lifewire.com/delete-email-account-from-iphone-4136941 

• https://www.lifewire.com/add-email-account-to-iphone-4582835 

*When selecting the email platform upon signing in, you may select either 

“Outlook” or “Microsoft Exchange” in order to sign in.  

 

Android:  

• https://www.businessinsider.com/how-to-delete-email-account-on-

android 

• https://www.samsung.com/uk/support/mobile-devices/troubleshooting/ 

*When selecting the email platform upon signing in, please select “Microsoft 

365”. 
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