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Purpose: Outline how to reset your own password even if you don’t remember it. This can be done from any
internet connected computer, including your smartphone or IPad.

Procedure :

Self-Service Password reset
You are now empowered to reset your own password even if you don’t remember it. This can be done
from any internet connected computer, including your smartphone or IPad. The steps to complete this
are as follows:

e Browse to https://office.com/ and if prompted click sign in.

B= Microsoft Sign in

Office Products ~

Welcomeito Office

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

oo

e |f this is the first time you have logged in from the computer you are on, you will be prompted to
provide your email address, otherwise you can click on your email address.
o Click the Can’t Access your account? Link
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Work or school, or personal Microsoft account

wheasley@kepro.com

basswo rd

[ 1 Keep me signed in

Can't access your account?
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e Enter your KEPRO Corporate account/email address (xxxxx@kepro.com) in the User ID field.

|
Fill in the Captcha code from the image. If you can’t make out the code you can click on ™ to
generate a new code.
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Get back into your account

VA s
Afln ; 3

Who are you:

To recover your account, begin by entening your user 1D and the characters in the picture or audio below.

User D

t’\-heas“'-.

L

=l /“z:‘ra ) i

RIVISRER c
\S)

| Havvassql

e At this point, you will be prompted with up to 4 choices based on your initial login configuration.
You will need to choose two of the options before you can reset your password. After you
complete your first choice, you will be prompted to select a second. To select an option, click
on it in the left-hand pane.

C {Email my alternate email
L) Text my mobile phone

) Call my mobile phone

L) Answer my security questions
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The options are:
0 Email my alternate email. If you choose this option, the system will send a code to the
alternate email address you configured during your initial login to Office 365.

Click “Email” to initiate the email.

verification step 1 > verification step 2 > choose a new password

Please choose the first contact method we should use for verification:

You will receive an email containing a verification code at your alternate email
® Email my alternate email address (wd™™*****@gmail.com).

O Tent my mobile phone

O cal my mobile phone

L) Answer my security questions

If you don’t receive the email, check your spam/junk folder or, if you use Gmail, the
updates tab.

The email will look something like this.

Verify your email address

Thanks for verifying your @kepro.com account!

Your code is: 435463

Sincerely,
KEPRC

This message was sent from an unmonitored email address.
Please do not reply to this message. N .
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Enter the code from the email into the field and click Next. The web page will refresh to
the next step.

Please choose the first contact method we should use for verification:

®) Email my alternate email We've sent an email message containing a verification code to your inbo

; | 435463
Text my mobile phone

= JyET iy T T e A ¥
Call my maobile phane Mext Are you having a problem?

! Answer my security questions

0 Text my mobile phone. If you choose this option, you will be asked to confirm the
mobile phone number you configured on your initial login. Enter the number and click

€ 4
Text.
Please choose the first contact method we should use for verification:
! Email my alternate email In order to protect your account, we need you to enter your complete
mabile ph umber (R4} below. You will then receive a text
. 1 a verification code which can be used to reset your password.

Text my mobile phone

| 717-555-5364

-~ Call my mobile phone

Text

Answer my security questions

Cancel
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You will receive a code via text message which you can then enter on the next page.
Once entered, click “Next.” The page will move on to the next step.

Please choose the first contact method we should use for verification:
Email my altarnate emai We've sent you a text message containing a verification cede to your phone
o | 45 E-_'cinl

Text my mobile phene

s v mabile ohone =
Call my mobile phone Mext Try again Contact your administrator

my security questions

Answer

Cancel

0 Call my mobile phone. Like the text message option, if you select this option, you will
be prompted to confirm your mobile phone number that you configured during your
initial login to Office 365. Enter the number and click “Call.”

Please choose the first contact method we should use for verification:

Ernail my alternate emai I order to prot a A you to enter complete mobile

e a call. Please answer

Text my mobile phone

Call my mobile phane

Call

Answer my security

Cancel

You will receive an automated call from Microsoft. Follow the prompts for the call.
When you hit # the web page will automatically move on to the next step.

Note, you will only be allowed to use one of your phone options. For example, if you
choose “Text my mobile phone” as your first choice, “Call my mobile phone” will not be
available for the second. You will need to choose “Email my alternate email” or “Answer my
security questions” for the second option.
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0 Answer my security questions. If you choose this option, you will be asked to answer
three of the 4 security questions you configured during your initial login. Answer the
guestions and click “Next”

Please choose the first contact method we should use for verification:

Email my alternate email What is your mother's middle name?

| Mom ‘

Text my mobiie phone

What is your father's middle name?

| Dad ‘
Call my maobile phone

What was the name of your first pet?

Ped ‘

'®) Anzwer my security questions

Mext Contact your administrator

Once you have completed two verification options you will be prompted to reset your password. Enter
your password, then confirm it. Click Finish.

L o
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Get back into your account

verification step 1+ = verification step 2 v > choose a new password

* Enter new password:

T |

W

Confirm new password:

T

You should now be able to log into your corporate computer with your new password.
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If you are unable to complete two of the options, please call the Service Desk at 1-800-922-9826, option

1.
If at any time you need to update any of the information you configured during your initial log in, you

can browse to https://aka.ms/ssprsetup and log in Once logged in you will be able to choose the
verification option you wish to change.

don't lose access to your account!

To make sure you can reset your password, we need to collect some info so we can verify who you are. We won't use this to spam you - just to keep your account more

secure. You'll need to set up at least 2 of the options below.

W Authentication Phone is set to +1 717 Change
' Authentication Email is set to w@gmail.com. Change

W 4 Security Questions are configured. Change

looks good cancel
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