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After a recovery option has been set up, the account password 
can be changed.  
 

***Note: this process will also change your Google/Gmail password*** 
 

Step 1: Go to https://aka.ms/sspr (or https://passwordreset.microsoftonline.com/)  

You will be prompted to put in your email address and fill in the randomized characters. Then 
click Next. 

https://aka.ms/sspr
https://passwordreset.microsoftonline.com/


 
 

**If you see the following message, then you did not successfully create a password recovery 
option and need to go back to the recovery setup document and start over. Otherwise, proceed 
to Step 2. 

 
 

https://docs.google.com/document/d/1zhSPHjtfoEYm_eWdjGJ_OkULa3BKeh85fG07dC8z5LM/edit?usp=sharing


Step 2: Depending on the recovery option that was selected, you will get a verification step.  

In the below example, a phone number was used. Enter the phone number that was used to set 
up your password recovery. You can choose to Text or Call the phone number. 

 



 
 

Step 3: Create the new password and confirm.  

(The password requirements are as follows: 10+ characters, capital and 
lowercase letters, and special characters. If you do not follow the 
requirements, you will receive an error message.) 



 
After you click Finish, you will see the following screen: 

 
 

(Reminder: this process also resets your Google/Gmail account 
password) 
 



 PC and iPad Users can Stop here, you are done 🙂 
 

MacOS Users, please continue on with the following instructions: 
 
Step 4: Once you have reset your password, you will be prompted with the following: 
 

 
 
Select to "Save Password" 
 
Step 5: Make sure that you are connected to your building's staff WiFi (not guest WiFi) and then 
Logout of your device. 
 
Step 6: Log back in with your new password, you will then be prompted to Update Keychain 
Password or Create New Keychain, select to update the keychain password. Then type in your 
OLD password: 
 



 
 
And now you are Done! 🙂 
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