SH Information Systems

SELF SERVICE PASSWORD RESET

1. Start by opening a web browser and navigating to the
Microsoft Self-Service Password Reset (SSPR) portal at:
https://aka.ms/sspr

aka.ms

& Microsoft Online Password Reset - https://aka.ms/sspr

https://aka.ms/sspr
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TR e sy mewe  wpwna ey ey

v o

WP The Washington Post - Sh [l FoxNews - 25m
Threats against Cornell's Florida crime trending down

L N jﬂ' L > Jewish students reported to while California skyrockets
6 Countries Where Slavery Still Exists FBI, school says explained by one key...
Mo Qesi Do - Hw Qi Os H Q0
. -
uggested for you ] ‘ r'r‘i & Shopping
ee more of what you want by following topics | . b= ]
R / . nlcn'_gsorr
nnnnnnnnnnnn - A\ R Off.ICE 365

\'/ Sun Health’


https://aka.ms/sspr

SH Information Systems

SELF SERVICE PASSWORD RESET

2. On the Get back into your account: Who are you? page
you will enter your Sun Health e-mail address in the Email or
Username box.

= ﬁ Microsoft Online Password Reset X |
“— () [3]  https://passwordreset.microsoftonline.com

V Sun Health’

Get back into your account| Sun Health e-mail
address

Who are you?

Te recover your account, begin by entering your e or username and the characters in the picture or audio below,

Email or Username: *

Example: user@contoso.onmicrosoft.com or user@contoso.com

Enter the characters in the picture or the words in the audio, * %
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3. Then input the CAPTCHA characters in the field below.

Enter the characters
shown below your e-mail
address

:
S
6DDY|

, , : : ; 3 -
¥ - . LT . P — N, N —
cnier the characiers In the picturg or e worgs in the augio.

4. C(Click Next.
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5. On the Get back into your account screen you will select the
two verification methods you want to use to reset your
password:

V Sun Health

Get back into your account

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

Please choose the first contact method we should us ification:

(®) Text my mobile phone

() Call my mabile phane *

@Appmue a notification on my

We've sent you a text message containing a verificati

authenticator app
Try again Contact your adminis

Cancel
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6. You can choose from:

a. Text my mobile phone: and get a text message with a

code.
: " Microsoft Online Password Resst X | -+
&~ ) 1 hitps://passwordreset.microsoftonline.com

\'( Sun Health

Get back into your account

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

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

®) Text my mobile phone In order to protect your account, we need you to enter your complete mobile
phone number (***********41) below. You will then receive a text message with a

] verification code which can be used to reset your password.
Ocall my mabile pl{\\gne

OAppr‘ove a notification on my : 7 )
. Enter your phone number
authenticator app

Text

\'/ Sun Health’



SH Information Systems

SELF SERVICE PASSWORD RESET

b. Call my mobile phone: Get a call at your mobile

number.
: H Microsoft Online Password Reset X | -
<~ &, [ https://passwordreset.microsoftonline.com

V Sun Health

Get back into your account

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

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

O Text my mobile phone In order to protect your account, we need you to enter your complete mobile

phone number (***********41) below. You will then receive a call. Please answer it
to continue.

® Call my mabile phone

| Enter YOUr pnoneg numioer

'3::3'Appr'o'\.'e a nstificatl% on my
authenticator app

Cancel

Or
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c. Approve a Notification on my authenticator app.

V Sun Health

Get back into your account

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

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

Send a notification to your authenticator app on your mobile device.

Send Motification

O Text my mochbile phone

O call my mabile phone

@Appmue a notification on my

authenticator app

Cancel
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7.  Choose any of these three methods by clicking on the circle
next to that choice.

LA

. Microsoft Online Password Reset

= ™
LS i (5]  https://password

V Sun Heall
Get back into you

verification step 1 = verification
Please choose the first contact method we sk

Please choose the first contact method w

phi

O Text my mokile phone ver

N

O call my mobile phone

Cancel
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8. For the Text or Phone call authentication options input
your mobile number associated with your Microsoft account
and select Text or Call.

Microsoft Online Password Reset x| -

= "
«— & 9] https//passwordreset.microseftonline.com

V Sun Health

Get back into your account

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

Please choose the second contact method we chould use for verification:

i Ly d . W ¥yo ) o £ I i
®) Text my mobile phone In order to protect your account, we need you to enter your complete mobile
phone number (**********41) helow. You will then receive a text message with a

P verification code which can be used to reset your password.
() Call my mobile phone

| 602-555-5555 |

Text
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9. For the authenticator app notification select Send
Notification and you will receive a confirmation prompt on

your iPhone or Android device.

Microsoft Online Password Reset X | —F

iy
= iy (] https://passwordreset.microsoftonline.com

V Sun Health

Get back into your account

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

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

Send a notification to your ay#ienticator app on your mobile device,

() Text my mobile phone
I}, Send Motification

Ocall my mobile phone

@'Appmve a notification on my

authenticator app

Cancel

10
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10. Proceed to verify by entering the 2-digit code into the
prompt on your phone if using the app.

1:29 624

Are you trying to sign in?
Sun Health
= WSSeizalth.org

Enter the number shown to sign in.
54

No, it's not me Yes

Authenticator locked

1 & o
L - i
i k4 it

0 @

11
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11. If you chose text or call enter the 6-digit code, you receive via
received into the field in the web portal on your browser.

V Sun Health’

Get back into your account

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

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

® Text my mobile phone We've sent you a text message containing a verification code to your phone.

O call my maobile phone
974101

O;-".pprcwe a notification on my

authenticator app
Mext Try again Contact your administrator

Cancel

12
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12. Once your identity has been verified, you can create a new
password that meets the requirements outlined below.

Microsoft Online Password Reset X —|—

- | "%
&« ) (5] https//passwordreset.microsoftonline.com

V Sun Health

Get back into your account

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

* Enter new password:

Finish Cancel

13
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13. The new a password that meets the following complexity

requirements:

o Fourteen plus characters, containing a combination of
at least 1 of the following:
e 1 Upper Case Letter

e 1 Lower Case Letter
e 1 Number Base 10 digits (O through 9)

e 1 Special Character (for example, !, $, #, %, or a space
between any of the characters)

Microsoft Online Password Reset X | -+

= "
= 9, (3] https://passwordreset.microsoftonline.com

\7 Sun Health

Get back into your account

Create a new password

* Enter new password:

* Confirm new password:

Unfortunately, your password contains a word, phrase, or
pattern that makes it easily guessable, Please try again
with aI:Iif'Ferent password.

14
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14. Once you have successfully created a new password, select
Next to complete the process.

***You will receive additional authentication prompts the

first time you access a Microsoft Application. ***
8 % Microsoft Onfine Password Reset X | +-
< G (] https;//passwordreset. microsoftonline.com/Done.aspx
\'{ Sun Health’
Get back into your account
@ Your password has been reset
e . 2
Sun Health
Get back into your account
@ Your password has been reset
. /
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