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Administrators: How to add MFA details for Users 

Before a User can 
access the Portal, the 
Administrator needs to 
ensure that the Multi 
Factor Authentication 
Contacts are up to 
date. Once logged on 
to the Admin console, 
update Multi Factor 
contacts for User
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User next steps:

Once the Administrator has 
confirmed the User’s email address, 
the User will have to verify their email 
address.

An email is sent from 
noreply@rapidclaimsettlement.org.uk 
to prompt the User to validate their 
email address:
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User next steps:

When the User logs 
on to the Portal, 
they will be 
prompted to click 
‘Send Verification 
Code’ to receive a 
token
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User next steps:
An email is sent from 
noreply@rapidclaimsettlement.org.uk 
with a token which expires after 5 
minutes
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User next steps:
User enters the token and clicks ‘Verify Code’ and can access the Portal.
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Authenticator App:

Once you have set up your 
password, you will be given the 
option to log in using email 
MFA, or the Authenticator app 
on your mobile phone.
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Authenticator App:

If you select the Authenticator 
app for the first time, a QR 
code will be generated, which 
you will need to scan on 
'Microsoft Authenticator'
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Authenticator App:

Once you have scanned the QR 
Code, a 6-digit code will be 
generated and shown on your 
app, you will then enter this on 
the next page, which will allow 
log in.
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Authenticator App:

After this initial process, when 
you go to log in to the web 
portal going forward, the option 
to use the authenticator will 
automatically appear, and will 
allow you to type the code 
which will appear on the app. 

The authenticator app will be 
the quickest and preferred 
method available. 
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