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Note: The instructions outlined below are ensuring your Microsoft Identity is configured correctly. 
This is a onetime process. 



Step 1 - Create Account 
If your company doesn’t use Office365, or Microsoft doesn’t recognize your email address as already 
being used before inside Microsoft, you’ll want to follow this track.  This will create a new account in 
our system using your email address as your username.  

First, you’ll create an account using your email address 

 
 
Back to the Top  

 

 

 

 

 

 

 

https://www.dunndashboard.com/en-US/login-issues/other-onboarding-steps/#top


Step 2 - Set Password 
Set a password that is reasonably strong and difficult to guess. 
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Step 3 - Validate Email Address 
Next, check your email for a code to validate that you own that account.  
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Step 4 - Validate Captcha Code 
Now enter the characters you see on the screen.  This is a security step to ensure you’re not a robot  
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Step 5 - Click Looks Good to Continue 
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Step 6 - Review Permissions Policy 
At this point, you either have created a new account, or you’ve successfully signed into your 
Office365 account. Next, you need to need to review a couple of things before continuing.  
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Step 7 - Multi Factor Information Needed 
Now we need to set up a security step called multi-factor authentication or MFA.  This step is similar 
to what many websites like Amazon or your bank are now doing to ensure that even if your 
username and password are stolen, someone else can’t log into the system with those stolen 
credentials.    
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Step 8 - Accept Terms of Use 
Review the terms of use established by JE Dunn Construction. 
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Step 9 - Choose Authentication Method 
Now we need to collect your mobile number so that we can send you a text whenever you sign in. 
The easiest way to get going is to click the link at the bottom of the window labeled “I want to set up 
a different method”.  

 
 
Back to the Top  

 

 

 

 

 

 

 

 

 

 

 

https://www.dunndashboard.com/en-US/login-issues/other-onboarding-steps/#top


Step 10 - Select Authentication Method (Phone) 
Open your options and select “phone”. 
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Step 11 - Authentication Method Details (Mobile Number) 
Now enter your mobile number and choose whether you want to get a text message or an 
automated phone call.  
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Step 12 - Enter Authentication Code 
Enter the code you get via text message and click Next. 
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Step 13 - Success 
You’ve now successfully registered for MFA! 
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Step 14 - Welcome 
You’ll now be taken to the Blue Hat catalog homepage. 
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