
 

Getting Started with Collaborate 
 
You will receive an email similar to the below, advising that there is a document to view in your 
Collaborate Portal. 
 

 
You will go to the Collaborate Portal login page and add the email address you have registered with 
Nexia Edwards Marshall, click ‘Next’. 

 
You will then be taken to the Microsoft login page as shown below. 
 
 
  

test@test.com 



 

 
 

 
If you have a Microsoft account, please enter the password associated with that account that is 
connected to the email address you entered to login. Click ‘Sign In’. 
 
You should be taken to the following to confirm if you want to stay signed in, please make selections 
accordingly. 

 
You will then be taken to the Permissions requested page, please click ‘Accept’. 
 
  

test@test.com 

test@test.com 



 

 
 

There will be a ‘More information required’ page, please click ‘use a different account’ or click ‘Next’, 
as shown below.  

 
You will now need to download the Microsoft Authenticator app onto your mobile phone via the App 
store for your relevant device.  
 
You will need to click on Download now if you don’t have it or click Next if you already have the app. 
If you wish to use an alternative app please click on I want to use a different authenticator app. You 
can use a different method by clicking on the I want to set up a different method. 
 

 
 
Once you have downloaded the app from the relevant App Store or already have the app please click 
‘Next’. 
 
  

test@test.com 



 

 
 

You will then need to Set up your account. 
 

 
 
Click Next or I want to set up a different method. 
 
Once you click ‘Next’ you will get the Microsoft Authenticator ‘Scan QR Code’, as shown below. 
 

 
 



 

 
 

Open the Microsoft Authenticator App and click the plus sign at the top of your device screen. Select 
the ‘Personal’ / ‘Work’ or ‘School’ account. 
 
Select Scan a QR Code. 
 
Then scan the QR code on your PC  with your mobile device. 
 
This will then add the account Nexia Edwards Marshall 
 
Click ‘Next’ on your PC. 
 
You will be asked to place a code on your mobile device from your computer screen and enter this if 
successful you should receive the below message then click ‘Next’. 
 

 
You should then receive the following message: 
 

 
Click ‘Done’. 
 
  



 

 
 

You will then need to Approve sign in request. Open your Authenticator app and enter the number 
shown on your PC. 
 

 
 
You will only need to do this setup once and then you should be able to access the Collaborate portal 
by using the Authenticator App for your 2FA (Two Factor Authentication). 
 
If you need further assistance, please reach out to your client services coordinator. 

test@test.com 


