
Steps to Use Microsoft Office Online:  

1. Open a web browser (Chrome, Firefox, or Edge) and go to the official Microsoft Office 

website: https://www.office.com 

2. Click the "Sign in" button, as shown in the screenshot. 

 

3. Enter the login ID provided by the institute (e.g., username@iitbhu365.onmicrosoft.com) 

and click "Next." 

 

 

 

https://www.office.com/


4. Enter the one-time password provided by the institute and click "Sign In." 

 

 

 

5. Set a new password 

 

 

 

 

 

 

 



 

6. Click Next button as shown in screenshot 

 

 

 

 

 

7. For additional security, click "Download Now" to install the Microsoft Authenticator app. 

 

 

 

 

 

 



 

8. Scan the QR code to install the Microsoft Authenticator app on your mobile device. 

 

 

 

9. Install the app from Google Play. 

 

 

 



 

 

 

 

 

 

 

 

 

 

 



10. After clicking "Next," the screen will appear as shown. Keep this screen open and then 

launch the Microsoft Authenticator app, as outlined in step 11.

 

 

 

11. Open the Microsoft Authenticator app. 

 

 



12. Once the Microsoft Authenticator app is open, click "Accept" on the screen and click 

continue on next screen. 

                                  

 

13. On the next screen, select the "Scan a QR Code" option as shown in the screenshot. 

 

               



 

14. Use your mobile device to scan the QR code displayed on the screen. 

 

 

15.  Click "Next" to continue. On the next screen, you will see an authentication/notification 

text. 

 

 

 

 



16. Enter the authentication number displayed on your mobile screen, as shown and click ‘Yes’. 

 

 

 

 

 

 



17. Once logged in successfully, click on "Apps," as shown in the image below. 

 

 

18. By clicking on "Apps," a list of all available apps will appear, select the one you need to access. 

 

 

19. To explore more apps, click on the "All apps" link as shown 

 

 
 

 



 


