How to Reset the Office 365 Password using Password Reset Feature.

gousew u€ 8898e® Sedvinws widm mocdxs3 Office 365 §ousew 53 0m
wmesiesy emele?

1. If you cannot remember your password, press on the Forgotten my password button.
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Enter password

Password

Forgotten my password
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2. You will get a screen like below and you have to enter the characters in the picture. Microsoft
will automatically fill your user ID (Office 365 email) in the first box.
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Liser ID:
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Example: user@contoso.onmicrosoft.com or user@contoso.com
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Enter the characters in the picture or the words in the audio.

3. Now“l(é‘-’cr{c%ur preferred method of resetting the password. For this guide, I'll use
‘Send a text to my mobile phone’ option.
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Get back into your account

verification step 1 > choose a new password

Please choose the contact method we should use for verification:

) Email my alternative email
address

nd a text to my mobile phone
number

O call my maobile phone number

In order to protect your account, we need you to enter your complete mobile
phone number (***=**=*=*=x*=295) below. You will then receive a text message
with a verification code whichftan be used to reset wour password.

Enter your phone number

A

You have to enter your personal mobile number that you used
for the account registration. A hint is also given.
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4. After entering your mobile number, you can click on the “Text” button. This will send a text
message to your personal mobile number. So, now you have to enter that 6 digit code on the

below text box.
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Get back into your account

verification step 1 > choose a new password

Please choose the contact method we should use for verification:

O Email my alternative email
address

(®)send a text to my mobile phone
number

O call my mobile phone number

We've sent a text message to your phone number containing a verification code.

Enter your verification code

Try again

Contact your administrator

5. Now click on the Next button and you can enter your new password. After entering your new
password, click on the ‘Finish’ button. This will reset your password.
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Get back into your account

verification step 1 v > choose a new password

* Enter new password:

Password strength

* Confirm new password:




