
Choose 1 of 4 below MFA methods

1. SMS Verification Code (setup, use)

2. Approve Notification (setup, use)

3. Authenticator Verification Code (setup, use)

4. Call to Phone (setup, use)

More Information

5. Setup App Password to access SYU email from Gmail
6. Frequently Asked Questions

Multi-factor Authentication for HKSYU Email
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https://www4.hksyu.edu/csc/it-support/system-user-guide/multi-factor-authentication/


Method 1:
Setup for using SMS Verification code

1. Visit below website on smartphone https://
www.hksyu.edu/webmail

2. Enter SYU email username in the format:
"user@domain" 
  e.g. someone@hksyu.edu.hk for student
          someone@hksyu.edu for staff

3. Enter password
4. Click “Sign In”
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Method 1 - SMS Verification Code Setup

https://www.hksyu.edu/webmail


1. Click “Next”
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Method 1 - SMS Verification Code Setup



1. Select “Authentication phone”
2. Select “Send me a code by text message”
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Method 1 - SMS Verification Code Setup



1. Click “Home” button to minimize
the web browser

2. Click “Messages” App to check SMS
3. Read the 6-digit code, e.g. 848841
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Method 1 - SMS Verification Code Setup



1. Click “Home” button to minimize
Messages App

2. Go back to webmail
3. Enter the 6-digit code e.g. 848841
4. Click “Verify”

6

Method 1 - SMS Verification Code Setup



1. Click “Next”
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Method 1 - SMS Verification Code Setup



Using SMS verification code method 
after Setup completed

1. Visit below website on smartphone 
https://www.hksyu.edu/webmail

2. Enter SYU email username in the format:
"user@domain"
e.g. someone@hksyu.edu.hk for student
        someone@hksyu.edu for staff

3. Enter password
4. Click “Sign In”
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Method 1 – Using SMS Verification Code 

https://www.hksyu.edu/webmail


1. You see request for verification code
2. Click “Home” button to minimize the

webpage
3. Click “Messages” App to check SMS
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Method 1 – Using SMS Verification Code 



1. Remember the 6-digit code, e.g. 982611
2. Click “Home” button to minimize the

“Messages” App
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Method 1 – Using SMS Verification Code 



1. Click the web browser
2. Enter the 6-digit code, e.g. 982611
3. Click “Verify”
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Method 1 – Using SMS Verification Code 



1. Click “Yes”
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Method 1 – Using SMS Verification Code 



1. Click “Outlook”
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Method 1 – Using SMS Verification Code 



1. You will see the email in outlook
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Method 1 – Using SMS Verification Code 

Home



Method 2:
Setup for using Approve Notification
1. Visit the below website preferably on 

computer if you wish to scan QR code in the 
later steps
https://www.hksyu.edu/webmail

2. Enter SYU email username in the format:
"user@domain" 
e.g. someone@hksyu.edu.hk for student
         someone@hksyu.edu for staff

3. Enter password
4. Click “Sign In”
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Method 2 – Approve Notification Setup

https://www.hksyu.edu/webmail


1. Click “Next”
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Method 2 – Approve Notification Setup



1. Click “Authentication phone”
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Method 2 – Approve Notification Setup



1. Select “Mobile app”
2. Click “Done”
3. Click “Set up”
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Method 2 – Approve Notification Setup



1. Jot down the code, e.g. 571 213 519
2. Copy the URL link
3. Click “Android”/“iOS”, or Search

Google Play/App Store to install
Microsoft Authenticator App
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Method 2 – Approve Notification Setup



1. Click “Install”
2. Click “Open”
3. Click “I agree”
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Method 2 – Approve Notification Setup



1. Click “Add account’
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Method 2 – Approve Notification Setup



1. Click “Work or school account”
2. Click “Allow”
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Method 2 – Approve Notification Setup



1. Click “OR ENTER CODE MANUALLY”
2. Or, scan the QR code on the

computer using your smart phone
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Method 2 – Approve Notification Setup



1. Enter the code, e.g. 571213519
2. Parse the URL
3. Click “Finish”
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Method 2 – Approve Notification Setup



1. Click “Hong Kong Shue Yan University”
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Method 2 – Approve Notification Setup



1. Press “Home” button to minimize
Authenticator

2. Go to web page
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Method 2 – Approve Notification Setup



1. Select “Receive notifications for 
verification”

2. Click “Next”
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Method 2 – Approve Notification Setup



1. Click “APPROVE”
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Method 2 – Approve Notification Setup



1. Click “Next”
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Method 2 – Approve Notification Setup



1. Click “Next”
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Method 2 – Approve Notification Setup



1. Click “Yes”
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Method 2 – Approve Notification Setup



1. Click “Outlook”
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Method 2 – Approve Notification Setup



1. You will see the email in outlook
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Method 2 – Approve Notification Setup

Home



Using Approve Notification method 
after Setup completed

1. Visit below website on smartphone
https://www.hksyu.edu/webmail

2. Enter SYU email username
3. Enter password
4. Click “Sign In”
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Method 2 – Using Approve Notification 

https://www.hksyu.edu/webmail


1. Click “APPROVE”
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Method 2 – Using Approve Notification 



1. Click “APPROVE”
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Method 2 – Using Approve Notification 



1. Click “Yes”
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Method 2 – Using Approve Notification 



1. Click “Outlook”
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Method 2 – Using Approve Notification 



1. You will see the email in outlook
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Method 2 – Using Approve Notification 

Home



Method 3:
Setup for Authenticator Verification code

1. Visit the below website preferably on 
computer if you wish to scan QR code in the 
later steps
https://www.hksyu.edu/webmail

2. Enter SYU email username in the format:
"user@domain" 
  e.g. someone@hksyu.edu.hk for student
          someone@hksyu.edu for staff

3. Enter password
4. Click “Sign In”
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Method 3 – Authenticator Verification Code Setup

https://www.hksyu.edu/webmail


1. Click “Next”
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Method 3 – Authenticator Verification Code Setup



1. Click “Authentication phone”
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Method 3 – Authenticator Verification Code Setup



1. Select “Mobile app”
2. Click “Done”
3. Click “Set up”
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Method 3 – Authenticator Verification Code Setup



1. Jot down the code, e.g. 571 213 519
2. Copy the URL link
3. Click “Android”/“iOS” or Search

Google Play/App Store to install
Microsoft Authenticator Apps
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Method 3 – Authenticator Verification Code Setup



1. Click “Install”
2. Click “Open”
3. Click “I agree”
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Method 3 – Authenticator Verification Code Setup



1. Click “Add account’
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Method 3 – Authenticator Verification Code Setup



1. Click “Work or school account”
2. Click “Allow”
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Method 3 – Authenticator Verification Code Setup



1. Click “OR ENTER CODE MANUALLY”
2. Or, scan the QR code on the 

computer using your smart phone
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Method 3 – Authenticator Verification Code Setup



1. Enter the code, e.g. 571213519
2. Parse the URL
3. Click “Finish”
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Method 3 – Authenticator Verification Code Setup
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Method 3 – Authenticator Verification Code Setup

1. Click “Hong Kong Shue Yan University” 



1. Remember the One-time password
code, e.g. 294442

2. Press “Home” button to minimize
Authenticator

3. Go to web page
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Method 3 – Authenticator Verification Code Setup



1. Select “Use verification code”
2. Click “Next”
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Method 3 – Authenticator Verification Code Setup



1. Click “Home” button to minimize
Messages App

2. Go back to webmail
3. Enter the 6-digit code e.g. 294442
4. Click “Verify”
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Method 3 – Authenticator Verification Code Setup



1. Click “Done”
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Method 3 – Authenticator Verification Code Setup



1. Click “Yes”
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Method 3 – Authenticator Verification Code Setup



1. You can check email in outlook
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Method 3 – Authenticator Verification Code Setup

Home



Using Authenticator verification code 
method after Setup completed

1. Visit below website on smartphone 
https://www.hksyu.edu/webmail

2. Enter SYU email username in the format:
"user@domain" 
  e.g. someone@hksyu.edu.hk for student
          someone@hksyu.edu for staff

3. Enter password
4. Click “Sign In”
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Method 3 – Using Authenticator Verification Code

https://www.hksyu.edu/webmail


1. You see request for verification code
2. Click “Home” button to minimize the

webpage
3. Click “Authenticator” App to check

the One-time password code
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Method 3 – Using Authenticator Verification Code



1. Click “Hong Kong Shue Yan University”
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Method 3 – Using Authenticator Verification Code



1. Remember the One-time password
code, e.g. 294442

2. Press “Home” button to minimize
Authenticator

3. Go to web page
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Method 3 – Using Authenticator Verification Code



1. Enter the One-time password code
2. Click “Verify”
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Method 3 – Using Authenticator Verification Code



1. Click “Yes”
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Method 3 – Using Authenticator Verification Code



1. You will see the email in outlook

63

Method 3 – Using Authenticator Verification Code

Home



Method 4:
Setup for using Call to Phone

1. Visit below website on smartphone 
https://www.hksyu.edu/webmail

2. Enter SYU email username in the format:
"user@domain" 
  e.g. someone@hksyu.edu.hk for student
          someone@hksyu.edu for staff

3. Enter password
4. Click “Sign In”
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Method 4 – Call to Phone Setup

https://www.hksyu.edu/webmail


1. Click “Next”
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Method 4 – Call to Phone Setup



1. Select “Call me”
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Method 4 – Call to Phone Setup



1. Wait for the call to your phone
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Method 4 – Call to Phone Setup



1. Click “ANSWER”
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Method 4 – Call to Phone Setup



1. Listen to the voice and press pound
key “#”
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Method 4 – Call to Phone Setup



1. Click “Yes”
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Method 4 – Call to Phone Setup



1. You can check email in outlook
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Home

Method 4 – Call to Phone Setup



Using Call to Phone method after Setup 
completed

1. Visit below website on smartphone https://
www.hksyu.edu/webmail

2. Enter SYU email username in the format:
"user@domain" 
 e.g. someone@hksyu.edu.hk for student
         someone@hksyu.edu for staff

3. Enter password
4. Click “Sign In”
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Method 4 – Using Call to Phone

https://www.hksyu.edu/webmail


1. Wait for the call to your phone
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Method 4 – Using Call to Phone



1. Click “ANSWER”
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Method 4 – Using Call to Phone



1. Listen to the voice and press pound
key “#”
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Method 4 – Using Call to Phone



1. Click “Yes”
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Method 4 – Using Call to Phone



1. You can check email in outlook
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Home

Method 4 – Using Call to Phone



Setup App password to access SYU email from 
Gmail

1. Visit below website on smartphone or PC
https://myprofile.microsoft.com

2. Enter SYU email username
3. Enter password
4. Sign in with present MFA verification

method
5. Click “UPDATE INFO”
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Setup App password to access SYU email from Gmail

https://myprofile.microsoft.com/


1. Click “Add method”
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Setup App password to access SYU email from Gmail



1. Select “Add password”
2. Click “Add”
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Setup App password to access SYU email from Gmail



1. Enter the name for app password, e.g.
“GmailAppPassword”

2. Click “Next”
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Setup App password to access SYU email from Gmail



1. Jot down the App Password, e.g.
sqvtyvxphbqsjcsz

2. Click “Done”
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Setup App password to access SYU email from Gmail



1. Login to your Gmail Client
2. Click “gear icon”
3. Click “See all settings”
4. Click “Forwarding and POP/IMAP”
5. Select “Enable POP for all mail”
6. Click “Save Changes”
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Setup App password to access SYU email from Gmail



1. Click “gear icon”
2. Click “See all settings”
3. Click “Accounts and Import”
4. Click “Add an email account”
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Setup App password to access SYU email from Gmail



1. Enter Email address: SYU email
address, e.g. 996999@hksyu.edu.hk

2. Click “Next”
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Setup App password to access SYU email from Gmail

mailto:996999@hksyu.edu.hk


1. Make sure “Import emails from my 
other account (POP3)” is selected

2. Click “Next” 
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Setup App password to access SYU email from Gmail



1. For Gmail POP Setting, 
Enter the App password, e.g.  
sqvtyvxphbqsjcsz as password

2.    MUST click “Leave a copy of retrieved 
message on the server.” 

3. Click “Add Account”

Be Careful: If step 2 is not done, all email 
in SYU email server would be removed.
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Setup App password to access SYU email from Gmail



1. Click “Next” 
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Setup App password to access SYU email from Gmail



1. Click “Next Step”
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Setup App password to access SYU email from Gmail



1. For Gmail SMTP Setting, 
Enter SMTP Server: smtp.office365.com

2. Enter Port: 587
3. Enter full SYU email address, e.g. 

996999@hksyu.edu.hk as Username
4. Enter the App password, e.g.  

sqvtyvxphbqsjcsz as password
5. Select the option “Secured connection 

using TLS”
6. Click “Add Account”
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Setup App password to access SYU email from Gmail

mailto:996999@hksyu.edu.hk


1. Check your SYU email
2. Click to confirm the verification email
3. Jot down the confirmation code
4. Go back to Gmail client
5. Enter the confirmation code, e.g.

958210435
6. Click “Verify”

91

Setup App password to access SYU email from Gmail



The Setup is completed
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Setup App password to access SYU email from Gmail
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