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Purpose of this Document

This document is intended to outline the process to register your Microsoft 365 account for self-service
password reset. This feature becomes available for Microsoft 365 accounts when you setup Multi-Factor
Authentication (MFA) by adding a phone number or alternate e-mail address to your Microsoft 365
account. By following and completing this document, you will be able to reset your own password
without intervention by ITWS.
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Conditions for Use & Related Documentation
In order to follow this process, you will need:

- Avregistered Microsoft 365 account through Contact North | Contact Nord
- Acellular device with a phone number and / or an alternate e-mail address

Procedures

Setting Up Multi-Factor Authentication with an Alternate E-mail Address

1) Proceed to https://myaccount.microsoft.com.

2) When prompted, sign in with your @contactnorth.ca e-mail account and password.

= Microsoft = Microsoft

Slgn in € @contactnorth.ca
@contactnorth.ca Enter paSSWOFd

No account? Createone! @ e |

Can't access your account? Forgotten my password
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3) Navigate to Security info on the left-hand panel.

O | BB My Account x |+
<~ @ [ https://myaccount.microsoft.com
BY Azure Portal E} SharePoint ] SharePoint ON Sites

My Account

|| 8 Overview

~ Security info

L Devices

@, Password

E=3 Organizations

£8% Settings & Privacy
~p My sign-ins

=

Office apps

& Subscriptions

4) Select the account you are currently signed in with and sign in again if necessary.

B® Microsoft

Pick an account

N -
A
i

—|— Use another account
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5) On the Security info page, select + Add method, choose Email from the drop-down list and click
Add.

Security info

These are the methods you use to sign in to your account or reset your password.

Default sign-in method: Microsoft Authenticator - notification Change

+ Add method

Add a method X

Which method would you like to add?

Email o

6) Enter the e-mail address you wish to have verification codes sent to and click Next.

7) Check your e-mail for a verification code, enter the code and click Next. If you do not receive a code
within 60 seconds, click Resend code.

Email e

We just sent a code to

566090

Resend code

= -

Your alternate e-mail address is now set and can be used to reset your password when needed.

Email was successfully registered b4

Thu, 17 Jun 2021 00:27:49 GMT
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Setting Up Multi-Factor Authentication with a Mobile Phone

1) Proceed to the following link: https://aka.ms/MFASetup.

2) When prompted, sign in with your @contactnorth.ca e-mail account and password.

=. Microsoft
Sign in

@contactnorth.cg

=. Microsoft
€ @contactnorth.ca

Enter password

MNo account? Create one!

-

Can't access your account?

Back

Forgotten my password

through the process.

Next.

Make sure this)is the correct account

BS Microsoft

( @conta cmorth.ca

More information required

Your arganisation needs more information to keep
your account secure

Use a different account

Learn more

When prompted to Stay signed in? you can choose “yes” so you will be asked for your password less

On the More information required dialog, make sure the proper account is listed and then click
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5)

6)

Keep your account secure

Your organisation requires you to set up the following methods of proving whe you are.

Phone

‘You can prove who you are by texting a code to your phone.

What phone number would you like to use?

|Canada (+1) V| | |Emer phone number
© Text me a code
Message and data rates may apply. Choosing Next means that you agree to the Terms of service and Privacy

and cookies statement.

Keep your account secure

Your organisation requires you to set up the following methods of proving who you are.

Phone

We just sent a 6-digit code to 2 . Enter the code below.

|Enter code

Resend code

On the Keep your account secure dialog, choose Canada (or the country that your phone is
registered to) and enter your mobile phone number (device needs to be able to receive text
messages). Select Text me a code and click Next

When prompted, enter the code you were texted and then click Next. If the code does not arrive
within 60 seconds, click Resend code.
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7) Click Next once your phone has been verified.

Keep your account secure

Your organisation requires you to set up the following methods of proving who you are.

Phone

SMS wverified. Your phone was registered successfully.

8) Click Done.

Keep your account secure

Your organisation requires you to set up the following methods of proving who you are.

Success!

Well done. You have successfully set up your security info. Choose "Done” to continue signing in.

Default sign-in method:

% Phone

9) You will be immediately brought to your Security info on your Microsoft Account Profile page. The
page will display your phone number that you have just added to your account. Close the browser
when you are done reviewing the information.

My Sign-ins

R Ovenview Security info
These are the methods you use to sign in to your account or reset your password.
8 Security info
Default sign-in method: Phone - text
B3 Organisations
- Add method
21 Devices
Q, Phone Change Delete
B Privacy

Lost device? Sign out everywhere

Your phone is now set and can be used to reset your password when needed.
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Additional Notes

e The Microsoft Account Profile page can be accessed from any of the Office portal pages by
clicking on your Avatar in the top-right corner and clicking View My Account
o You can also view this page by going to https://myaccount.microsoft.com
o You can Change or Delete MFA methods you have registered through this page by
navigating to Security info

Page 7 of 7


https://myaccount.microsoft.com/

