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Instructions-  

Follow these steps: 

• Open a browser (ex: Google Chrome) 
• Type the password reset website inside the address bar: 

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

Passwords must meet these criteria: 

• Length must be at least 8 characters.  
• It must have 3 out of these 4 characters: 1 Uppercase, 1 lowercase, 1 character, and 1 number. 

Note:  If the user gets a message that you can’t reset the password it is because the user did not previously complete 
their Security info in Microsoft 365.   

 

 

 

 

For instructions on how to setup your MFA Security information - 
https://www.leonschools.net/MFA 

Sample of all 5 different Security Sign-in methods when completed 

 

  

The user must complete Security info in Microsoft 365 
@ https://mysignins.microsoft.com/security-inf 

https://aka.ms/sspr
https://passwordreset.microsoftonline.com/
https://www.leonschools.net/MFA
https://mysignins.microsoft.com/security-inf
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Password Reset Process – Primary Options  

Enter Your Email and Characters Opt# 1 - Text your Mobile  Opt# 2 – Email personal Email 

  

Opt# 3 – Use Authenticator Code Change your password  All Set!! 
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Email confirmation 

The user will receive a password reset notification from msonlineservicesteam@microsoftonline.com 

 

  

mailto:msonlineservicesteam@microsoftonline.com
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Additional Available Reset Options 

You are now required to set up more than one verification method. For example, if you travel a lot, 
consider setting up the Microsoft Authenticator as an additional verification method. It's the easiest verification 
method to use, and a way to avoid text or call charges. 

Call Mobile Phone   Call Office Phone  Security Questions 

   

Having trouble? - How to solve common problems with two-step verification for a work or school account  
 

https://support.office.com/en-us/article/use-microsoft-authenticator-with-office-365-1412611f-ad8d-43ab-807c-7965e5155411
https://support.microsoft.com/en-us/account-billing/common-problems-with-two-step-verification-for-a-work-or-school-account-63acbb9b-16a1-47b9-8619-6a865e8071a5

	Instructions-
	Password Reset Process – Primary Options
	Additional Available Reset Options
	Having trouble? - How to solve common problems with two-step verification for a work or school account


