
Self Service Password Reset in OƯice 365 
To change your password using the Self-service password reset (SSPR) portal 

1. Open a web browser (such as: Google Chrome  or Safari ) and navigate to 
https://aka.ms/sspr or https://passwordreset.microsoftonline.com/ 

2. Type in your Email Address, the characters in the CAPTCHA image and then click Next. 

 

 

3. Please select your secondary authentication method to continue: 

 
Text (SMS) Authentication 
 

a. To use the Text option, make sure the radial button is highlighted blue next to the 
requested option. You should get a hint to what number it is in parenthesis like in the 
screen shot below. Enter your phone number with the area code. Click Text. 



 

 
b. Once you receive the text message, enter the 6-digit number that you received. Click 

Next. 

  
c. On the next screen, you should be presented with a screen to change your 

password.  
 

d. Enter and confirm the new password. (The passwords entered in the New Password 
and Confirm new password fields must match). Click Finish. 

Password requirements:  



 
 Password must be fourteen or more characters long. 
 Password must contain characters from the following 

categories: 
o Uppercase characters A-Z 
o Lowercase characters a-z 
o Digits 0-9 

 

e. Your password has been reset. Select click here to return to the login screen and 
log in using your new password. 

 

 


