Self Service Password Reset for Office 365

Step One: Establish Two-Factor Authentication

1. Open a browser window and go to www.office.com. Click Sign in.

) Office 365 Login | Microsoft Offi X <= = a X
&< > C & officecom * B ° :
E® Microsoft [ Office Products v Resources v Templates  Support My account Al Microsoft v~ (R,

Remote Learning in education. Learn more >

Welcome to Office

Your place to create, communicate, collaborate, and get great work done.

e

2. Enter your Olathe Public Schools email address, then click Next. See examples below:

a. Staff: jadoe@olatheschools.org

b. Student: 123abc45@stu.olatheschools.org

3. Enter your network password, click Sign in.

| | NV H

ma Microsoft B® Microsoft
Slgn n & techtraining@olatheschools.org
Email, phone, or Skype

Enter password

No account? Create one!
crsennns

Can't access your account?

Forgot my password

Sign-in options
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4. Adialog box will appear, requesting more

information. Click Next.

B® Microsoft

techtraining@olatheschools.org

More information required

Your organization needs more information to keep
your account secure

Use a different account

Learn more

5. Enter your personal phone number OR select | want to set up a different method. From here, you
may choose to enter an email address or security questions to authenticate.

NOTE: If you have selected email, you will need to provide a personal email address not associated

with Olathe Public Schools.

Keep your account secure

Which method would you like to use?

Phone

Phone

Email
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If you do not see | want to set up a different method in the lower left-hand corner, and would prefer to

authenticate using your email address or security questions, select Skip Setup or visit:

https://aka.ms/ssprsetup. You will be redirected to choose another method.

Phone

Keep your account secure

Your organization requires you to set up the following methods of proving who you are

You can prove who you are by answering a call on your phone or texting a code to your phone.
What phone number would you like to use?

| United States {+1)

v Enter phone number

@- Text me a code

() call me

/

Message and data rates may apply.

Skip setup
Security Info
Authenticator app

Authenticator app
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6.

7.
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Enter your authentication method (phone, email, or security questions) and provide that
information. Click Next.

Keep your accou nt secure

Your organization requires you to set up the following methods of proving who you are.

Phone

You can prove who you are by answering a call on your phone or texting a code to your phone
What phone number would you like to use?

United States (+1) v

@ Text me a code

O Call me

Message and data rates may apply.

If you selected phone or email, enter the authentication code you received. Click Next.

Keep your account secure

Your organization requires you to set up the following methads of proving who you are.

Phone

We just sent a 6 digit code to +1 913 . Enter the code below.

Enter code

Resend code

Back

Skip setup

8. Your authentication method will be verified. Click Next, then Done.

We encourage users to create a complex password meeting the new password requirements. Continue
to the next page if you would like to change your password at this time. These changes will sync across
all connected accounts (Google, Synergy, etc.)
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Step Two: Reset your password using Office 365

1. Returnto www.office.com to sign in, then select
Forgot my password.

B® Microsoft
< techtraining@olatheschools.org
Enter password

Fasswoz d

Forgot my password

2. Confirm your email address and enter the characters displayed.

NOTE: The characters displayed will be unique to your email address, not the characters pictured in

this resource.

Microsoft

Get back into your account

Who are you?
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3. Enter and confirm your phone
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number, email address, or Microsoft

answer the security
guestions. You will only be
prompted to do this when
you initiate a password reset
or change. Plesse iouserihe contictmothod e dhouli

4. If you selected phone or
email, enter the verification
code you received.

® Text my mobile phone

Call my mobile phone

Ino
phone nu

verification code whicl

Get back into your account

verification step 1 > choose a new password

use for verification

rder to protect your account, we

5. Create and confirm your new password.

Your password must meet the following requirements:

At least eight characters in length

At least one Uppercase letter

At least one lowercase letter

At least one number

At least one special character (!, S, #, %, etc.)

A few examples of complex passwords:

5%lncrease
S20Puppies
1#Chicken

6. Click Finish. Your password reset is complete.

Microsoft

Get back into your account

verification step 1 v > choose a new password

* Enter new password:

* Confirm new password:

quce‘
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