0365: Self Service Password Reset

Users can self-register for Self Service Password Reset (SSPR) using these instructions.

A self-service pasword reset option allows VBCPS staff and students the ability to reset their network
password or unlock their account remotely from a web browser of their choice using Office 365.

1. Open browser and navigate to https://login.microsoftonline.com/

2. Type your school email address
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1] Office 365

jdoe@vbschools.com

a Use another account
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3. Click Work or school account (Proceed to step 4 if you you do not see this screen)
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] Office 365

Connect It looks like dolveira@vbschools.com is used with than

one account. Which account do you want to us

Work or school account
E created by your IT department

jdoe@vbschools.com

Personal account

Created by you

jdoe@vbschools.com
Cancel

4. Click Can’t access your account?

@@Tm oo mictosoftoninecom’ 0 < @

File Edit View Favorites Tools Help
i B Customer Support Center ... [§ Data Operations [f§ Documents - All Docume... b Welcome to Synergy! [ SIS Site £ Service Desk [ My Links

l

: ﬁ 1] Office 365

Work or school, or personal Microsoft account
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Password

[J Keep me signed in

T

Can't access your account?
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5. Click Work or school account

Can't access your account?

What kind of account do you have?
Personal account

Work or school account

6. Type VBCPS email address in the User ID field
7. Type the characters in the picture and click NEXT

&IIOINIA BEACH CITY PUBLIC SCHOOLS

\\\\\\\\\\\\\\\\\

Get back into your account

Who are you?
To recover your account, begin by entering your user ID and the characters in the picture or audio below.

= User ID:
jdoe@vbschools com X

<~

Next Cancel

8. Choose | forgot my password if you wish to reset your password and click NEXT OR
Choose | know my password, but still can’t sign in if you wish to keep your existing password and
just need to unlock your account then click NEXT

Get back into your account
Why are you having trouble signing in?

O 1 forgot my password

O Tknow my password, but still can't sign in

MNext Cancel
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9. Select your method of verification and choose one of the following:

*(Not all these options will show. It depends how the SSPR was initially set up by each user)
Email My Alternate Email

Text My Mobile Phone

Call My Mobile Phone

Answer My Security Questions

Get back into your account

verification step 1 > choose a new password

Please choose the contact method we should use for verification:

O Email my alternate email Who is your best friend?

What is your favorite color?

Who is your favorite sports idol?

O Text my mobile phone

O cal my mobile phone

® Answer my security questions | |

10. A verification code will be sent to the device and method you chose.

Virginia Beach City Public Schools account email verification code Inbox %

Microsoft on behalf of Virginia Beach City Public Schools <msenlineservicesteam@microsoftenline com
tome [~

Verify your email address

Thanks for verifying you, account!

doe@vbschools.com

Your code is: 976051

Sincerely,
Virginia Beach City Public Schools

This message was sent from an unmonitored email address.
Please do not reply to this message.

ﬁ!ﬁINIA BEACH CITY PUBLIC SCHOOLS
ANEAD OF THE CURVE
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11. Type the verification code and click NEXT

&lGINIA BEACH CITY PUBLIC SCHOOLS

4 HEAD oF THE CuUuRYE

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:

We've sent you a text message containing a verification code to your phone.
O email my alternate email

| s9s030] X

Try again  Contact your administrator

® Text my mobile phone
O call my mobile phone

O call my office phone

Cancel

12. Enter new password, confirm and click Finish

‘&RGIHIA BEACH CITY PUBLIC SCHOOLS

A HE & D o F T H E CuURYE

Get back into your account
verification step 1 « = verification step 2 v > choose a new password

* Enter new password:

* Confirm new password:
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13. If Answer my security questions was chosen
14. Enter answers and click NEXT

verification step 1 > choose a new password

Please choose the contact method we should use for verification:

What is your faverite color?

Wheo is your best friend?

Who is your faverite sports idol?

O Email my alternate email

O Text my mobile phane

QO cal my maobile phone

® Answer my security questions ‘ |

Contact your administrator

15. Choose a new password
16. Enter new password, confirm and click Finish

Get back into your account

verification step 1 v > choose a new password

* Enter new password:

* Confirm new password:

| |
Cancel
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