How to Enter your Mobile Number and Personal Email Address
to enable the Password Reset Feature of Office 365
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1. Visit to https://www.office.com and click on the Sign in Button.
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2. Enter your faculty email address and the password to proceed with the sign in process.
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Email address, phone number or Skype

Enter password

No account? Create one!
Password
Can't access your account?

Forgotten my password
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Sign-in options
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3. If you sign in successfully, you will be prompted a screen like this. @8 800 gomw
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sample@fhss.sjp.ac.lk

More information required

Your organisation needs more information to keep
your account secure

Use a different account

Learn more

Next

4. Click on Next and you will see the below screen. In that screen, you have to give two
verification methods (Personal Mobile Number and the Personal Email address). If you are
locked out of your account, one of these two methods will let you to reset your password.
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don't lose access to your account!

To make sure that you can reset your password, we need to collect some info so that we can ve
make your account more secure. You'll need to set up at least 1 of the options below.

0 Authentication Phone is not configured.| Set it up now | €——=Click here to Verify your Mobile Number

0 Authentication Email Address is not configured.|Set it up now|w<Click here to Verify your Personal Email

Cancel

Verify Your Mobile Number



1. When you click on that button, you will see the below screen. You have to select your
Country (Sri Lanka) and you have to enter your mobile number. Once you enter those
details, click on “text me” button.
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don't lose access to your account!

Please verify your authentication phone number below.

Authentication phone
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Select your country or region A

Enter your authentication phone number
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2. Now, you will receive a text message from Microsoft and you have to enter the texted 6
digit code in the below field. Once you enter the code, you can press on the “verify” button.
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don't lose access to your account!

Please verify your authentication phone number below.

Authentication phone

i

We've sent a text message containing tu your phone.

Verify Your Personal Email

1. Now, verify your Email address.
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]
don't lose access to your account!
Thanks! We'll use the info below to recover your account if you forget vour password. Click "finish" to close this page.

Authentication Phone is set to + 94| Ehanoe

0 Authentication Email Address is not cunﬂgured 4—— ) Click =moz¥»

2. Enter your personal email address (sjp.ac.lk or gmail.com). Then, press on the ‘email
me’ button.
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don't lose access to your account!

Please verify your authentication email address below. Don't use your primary work or school email.

Authentication Email Address

sample@gmail.com

3. Now login to your personal email account and find the code that Microsoft emailed you.
Type that in the below verification box and click the verify button.
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don't lose access to your account!

Please wverify your authentication email address below. Don't use your primary work or school email.

Authentication Email Address

sample@gmail.com
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We've sent an email message containing a 0 Your inbox. 0
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| Try again

4. Then finish and continue your work.
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don't lose access to your account!

Thanks! We'll use the info below to recover your account if you forget your password. Click "finish" to close this page.

0 Authentication Phone is set to +94 | Change

0 Authentication Email Address is set to | NG Change



