Reset your 0365 account password

1. Open aweb browser and go to htips://portal.office365.com
Your username will always be your work email. If presented a choice, choose ‘Work or School’
account.
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Enter password

2. Click on “Forgot my password” which takes you to a screen “Get back into your account.”
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Get back into your account

Who are you?
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Complete the Captcha and click next.






You will now see page “Verification Step 1”

Microsoft

Get back into your account

verification step 1 > verificatior

Email my alternate email

Q Text my mobile phone

Call my mobile phone

Enter a code from my

authenticator app

On the left, select your verification method (options depend on what you set up when confirming
MFA). In this case, we will select “Text my mobile phone”, enter your cell phone humber you added
to your account, and then click on “Text”, which takes you to the next screen.

Get back into your account

verification step 1 > verification step 2 > choos

Email my alternate email

£¥Text my mobile phone

The rest is self-explanatory! Choose a new password, enter it again to verify, the follow the on-

screen instructions. After completing, you will need to enter the new password you just created on
mobile devices, desktop apps, etc. That’s it!



