
Creating Users on Azure Active Directory

1.  Click on 9 dots on upper left hand corner:

2.  Click on Admin icon:

3.  On top left hand corner, click on Users > Active Users:

4.  On top left, click on Add a user:



5.  Enter first name, last name, display name, username and 
what emails to send the temporary password to.
 - Send the temporary password to yourself and the user’s 
personal email address, separated by a semicolon.
 - Keep all 3 boxes checked and click “Next”:
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6.  Assign a product license (in this case Office 365 E2) and 
click “Next”:



7.  Keep as standard user and click “Next”:

8.  Review the information and click “Finish Adding”:

9.  Click “Close”:



10.  On every new account, fix the OneDrive/Sharepoint error:

Click on 9 dots on upper left hand corner:

11.  Click on Admin icon:

12.  Click on “Show all”:



13.  Under “Admin Centers”, click “Sharepoint”:

14.  Click on “More Features”:



15.  Under “User Profiles”, click on “Open”:

16.  Under “User Profiles”, click on “Manage User 
Permissions”:



17.  Click on the Directory icon:
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18.  Type in the name of the account to search for it, then click 
“Add” and “OK”:
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19.  Scroll down and make sure 3 boxes are checked:

20.  Scroll back up and click “Add”:
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21.  The name should move to the box below.  Click “OK”:

22.  Create multi-factor authentication.  

-  Click on 9 dots on upper left hand corner:

-  Click on Admin icon:

-  On top left hand corner, click on Users > Active Users:
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23.  On right side, type in the name of the user in the search 
bar:  

24.  Click on the name of the user:  



25.  On the lower right hand side, click on “Multifactor 
Authentication”:  



25.  Click on the Search icon and search for the name:

26.  Select user and click “Enable”:

27.  Click “Enable multi-factor auth” then “Close”:

28.  Click the user name again and click “Enforce”:
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29.  Click “Enforce multi-factor auth” then “Close”:
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