
Step 1
Once Multi-Factor 
Authentication (MFA) is 
enabled on your account, sign 
in with your NHSmail account 
to begin the set up process at 
https://portal.nhs.net/

Select at the bottom of the 
box ‘I want to set up a 
different method’ to add 
another option to 
authenticate your account

https://portal.nhs.net/


Step 2
A box with a drop list with 
the different options to 
register for MFA will 
appear on the screen



Step 3
This page allows you to 
choose an alternative option 
to authenticate your NHSmail 
account. Select ‘Phone’ 
Option

Note: The use of the office 
phone option is not 
supported by NHSmail. This 
option is available to users 
as Multi-factor 
Authentication is an off-the-
shelf feature that cannot be 
customised. 



Step 4
Click ‘Confirm’ to continue 
the register process

Note: This phone number is 
your preferred contact 
method, and is not linked to 
the number listed in your 
NHSmail Portal profile.



Step 5
Select your country code 
from the country options and 
enter the mobile phone 
number you would like to 
use, select ‘Text me a code’ 
as your authentication 
method and click ‘Next’

Note: Mobile numbers used 
to register for an NHSmail 
account must be UK based. 



Step 6
Microsoft will send an 
authentication text code, 
please check your mobile 
phone for the six digit 
number text code (SMS)

Note: It is not expected 
that you will be charged to 
use this service as no 
messages will be sent 
during 2-step verification. 
However, SMS charges 
may apply if you try to 
access your account from 
outside the UK (incurring 
roaming charges).



Step 7
Enter the six-digit text code 
received by mobile phone 
into the text box provided 
and click ‘Next’ to proceed



Step 8
When the code is validated 
this message will appear 
on the screen. Click ‘Next’
to be taken to the next 
page



Step 9
Insert a password name of 
at least 8 characters and 
then click ‘Next’

Note: The App password 
is required for legacy 
applications that MFA 
does not support.



Step 10
After creating a password 
name you will be provided 
with a key password –
store this password in a 
safe place and click ‘Done’



Step 11
This message will confirm 
that you have finished your 
Microsoft Authenticator 
App set up. Click ‘Done’ 
and you will be taken to 
the application initially 
selected

Congratulations, you have 
successfully set up MFA!


