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Job Aid – Corporate – KEPRO Corporate Account Password Reset : Establish Profile 
 

 
Job Aid Number: ITSJA.004 
 
Job Aid Title: KEPRO Corporate Account Password Reset: Establish Profile 
 
Date:   
 
Approved by:  
 
Relevant Corporate Policies:   
 
Purpose: Outline how to log in to Office 365 for the first time and configuring your authentication information. 
 
Procedure :  
 

Logging into Office365 for the first time and configuring your authentication information 
 
Browse to https://office.com/ and if prompted, click Sign In. 

 
The username is your KEPRO Account/email address (xxxxx@kepro.com) and the password is the same 
password you use to log into your computer or KBIZ.  

 

https://office.com/
mailto:xxxxx@kepro.com
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The first time you log in, you will be prompted for additional information.  Click “Next” 

 
There are three options for authentication.  The system only requires two to be configured.  It is 
recommended that all three are configured.  To select an option, click “Set it up now.” 
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Setting up a phone. 
Select your country from the list and then enter your phone number.   This has to be a direct dial 
line as it will not accept extensions.  Your mobile phone number is the best option.  Once the 
number is entered, click either “text me” or “call me” 

 
Text me 

You will receive a text message with a code in it.   If you don’t receive the text, click 
“back,” confirm your number, and try again.  Once received, enter the code and click 
“verify.”  The page will refresh to the main authentication configuration page.  

 
  



 
 

ITSJA.004 Setting Up Initial 
Security Questions Page 5 of 8 Confidential 

 

Call me 
You will receive an automated call prompting you to press the # key.  Once you press # 
the web page will the main authentication set up page will load and the verification 
process will be complete. 
 

 
Setting up email 

Enter a secondary email address in the Authentication Email field and click “email me.”  
This cannot be your @kepro.com address.  

 
You will receive an email from Microsoft with a code in it.  If you don’t receive it, check 
your spam/junk folder.  If using Gmail, check the “Updates” tab.  
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Enter the code on the web page and click “verify.”  You will be directed back to the main 
authentication set up page. 
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Security Questions 
Click the drop downs to select your questions and provide an answer.  After completing 
all four questions click “save answers.”  You will be directed back to the main 
authentication set up page. 
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After you have answered two or three of the questions you can click “finish” to continue to 
Office 365.   
 

 
If you ever need to change any of your information go to https://aka.ms/ssprsetup 

https://aka.ms/ssprsetup

