
 
Multi-Factor Authentication (MFA) setup 

 
 

This document will walk you through the Microsoft Office 365 Multi-Factor Authentication (MFA) setup process. MFA is a 
secure method of authentication that SCANA uses to help secure corporate data that may reside in the cloud.  
 
You will only have to set up MFA once. Once it is set up, you will only be prompted for Multi-Factor Authentication when you 
are using a personal device that is not on the SCANA network.  
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Start by Activating your Subscription and Selecting your MFA Option  
1. Open Internet Explorer and browse to portal.office.com.  

2. Enter your email address (e.g., someone@scana.com or if you do not have an email address, use your ID (scana 
userid)@scana.com) and network password.  

3. Click on Sign In. You should automatically be redirected to a screen similar to the one below.  
 
4. Click on Set it up now.  
 
You will then be presented with three MFA Options.  
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1. Preferred option Select the method of contact: wither Call my authentication Phone or use Verification from app or 
token. 

 

2. How to respond:  
 
Check Authentication phone add +1 United States and add your phone number as formatted above. 
If you choose you can set up an alternate Authentication phone using the same steps above 
 

3. If you choose to use the Authentication app  you must install a QR reader app on your device  as mentioned in the 
next step 
 

3. Follow the instructions on the next screen (below) and click on Done when finished. This includes installing the 
Authenticator App on your mobile phone if you have not done so already.  

 
 
For more detailed instructions on Mobile phone setup, refer to How to Setup MFA with Authenticator app.  

How to Change your MFA Option  
You can change your authentication option for Office 365 MFA by following the below steps.  
1. With an internet browser, browse to https://myapps.microsoft.com.  

2. Login with your SCANA credential.  



 
 
3. Click your name on the upper right of the screen.  
4. Choose Profile.  
 

 
5. Click Additional Security Verification. You may be prompted to use your existing MFA option to continue.  

6. Follow the steps to change your MFA option if desired.  
 


