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Are you already logged in to Microsoft Office?

• Open a browser and go to https://office.com

• Are you prompted to log in?

• Yes

• This means you are not already logged in to Microsoft Office

• Go to Step 2

• No

• This means you are already logged in to Microsoft Office

• In the upper right corner, click on your icon

• Check the email address

• Are you logged in with your Ford account (FSNID@b2bford.com)?

• Yes – Go to Step 2

• No – Click Sign out, close your browser, then go to Step 2

Step 1

Use these instructions to perform set-up for MFA or to make changes to your security methods.

https://office.com/


Start here to log in to Microsoft:

• Go to https://mysignins.microsoft.com/security-info

• When prompted to sign in select + Use another account

• Sign in with your FSNID@b2bford.com account 

and click Next

• Click External Identity

Step 2

NOTE: You will only see this prompt 

if you have logged into Microsoft 

with other accounts.

If you do not see this prompt, you 

will see the next prompt on this 

page.
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• Enter your FSNID and password

• The next screen allows you indicate that you wish to reduce the number of times you are asked 

to sign in. Your selection and will not affect your access to your app.

Step 2 (continued)

NOTE: If you have trouble logging 

in, click this link for help and 

frequently asked questions.

Multi-Factor Authentication (MFA) Set-up

Ford MFA Set-Up & Maintenance Job Aid



If you have already set up MFA, it will show your current security methods with the option to make 

additions, changes, or deletions. If you have never registered MFA, no security methods will be 

displayed.

Start here to register MFA for the first time:

• At the Security info page, click +Add sign-in method

• From the drop down, choose your preferred method. Instructions for each method are on the 

remaining pages of this job aid, or you can follow the instructions provided in the browser.

You can add more than one method

(It is recommended that you have at least 2 methods)

Step 3

The remaining pages of this job aid walk you through the three security methods and how to make 

changes to current security methods.

Choose security methods based on your specific needs.

NOTE

NOTE: Email cannot be 

used for MFA but can be 

used for security 

verification if you are 

locked out of your 

account. 
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Choose this method if you have regular access to a mobile device (cell phone or tablet) whenever 

you need to sign in. This method requires installing an app on your mobile device. 

You can optionally choose a different authenticator app (e.g., a browser-based authenticator, 

Google authenticator, etc.). To do so, click the I want to use a different authenticator app link and 

follow the instructions.

• From the dropdown on the Security Info page, choose Authenticator app and click Add

• If you do not already have the Microsoft Authenticator installed on your mobile device, click 

the Download now link. Once installed or if you already have it installed, click Next.

The remaining instructions are specific to the Microsoft Authenticator. If you choose a different 

authenticator, follow the prompts for that authenticator.

Method: Authenticator app
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• Click Next to continue

• Open the Microsoft authenticator app

• Tap the + sign to add a new connection

• Tap Work or school account

• Tap Scan QR code

Method: Authenticator app
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• Raise your mobile device to view the QR code through your device’s camera. When the QR code 

is recognized, the connection will begin.

• When the connection is complete, it will appear in the app

• In the My Sign-Ins Security info page in the browser,

the authenticator will display

Method: Authenticator app
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Choose this method if you have regular access to a mobile device (cell phone) whenever you need 

to sign in. This method requires receiving a text on your mobile device.

• From the dropdown on the Security info page, choose Phone and click Add

• Enter your phone number and click Next

• You will receive a text message that contains a 6-digit verification code for Microsoft 

authentication

Method: Phone
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• When you receive the verification code, enter it into the screen in your browser and click Next.

• You will see a success message when complete

• In the My Sign-Ins Security Info page in the browser, the phone method will display

Method: Phone
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NOTE: Email cannot be used for MFA but it can be used for security verification if you become 

locked out of your account.

• From the dropdown on the Security info page, choose Email and click Add

• You will be asked for the email address you would like to use. This must be an email address to 

which you have regular access.

• Enter the email address and click Next.

• You will be instructed that a code was sent to your email address.

Method: Email
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• Go to your email and look for an email from 

Microsoft on behalf of azureford

• The email will contain a 6-digit code.

NOTE: The code is unique and will change if you exit

This step and try again. 

The code will expire after a period of time.

• Back in the browser, enter this code into the 

space provided and click Next.

• You will see a notification that your email was 

successfully registered and you will now see the 

email method entered in your Security info page.

Method: Email
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Change your default security method

If you enter multiple sign-in methods and want to change which method is the default, you can do 

so at the My Sign-Ins Security info page.

• Go to https://mysignins.microsoft.com/security-info

• Your default method is displayed above your sign-in methods.

• Click Change.

• Select the method you want to use as the default. 

• Click Confirm.

• The new default method is now displayed.
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If your phone number changes, your email address changes, you want to change your authenticator, 

or if you want to delete one of the methods, you can do so at the My Sign-Ins Security Info page.

• Go to https://mysignins.microsoft.com/security-info

• From the Security info page, click change or delete for any of the methods.

• You will be prompted for the new information or to confirm the deletion.

At any time, you can return to the Security info page to change or delete your sign-in method or 

information.

If you want to add a new security method, click here for instructions.

Change your security method information

If you get locked out and cannot use any MFA method, contact the Ford Help Desk. Information at:

https://externalpartner.ford.com/public/guestidentity/MFA_Support.html

Support

It is recommended that you back up your authenticators prior to changing devices.

Follow these instructions if using the Microsoft authenticator.

If you are using a different authenticator, follow their instructions for back-up and recovery 

options.
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