(ITSO)

Malayan Colleges Laguna

Information Technology
!o Services Office

For password reset online please click this link:
https://passwordreset.microsoftonline.com/. And follow the guidelines below

How to reset password in Microsoft Online

1. First you need to set an alternate email address and mobile no. before you can reset your
password. Upon log-in you may encounter below window. Click Set it up now.

@ don'tlose access to youraccoun X M Malayan Colleges Laguna accour X ‘ +

& C & accountactivedirectory.windowsazure.com/passwordreset/register.aspx?returl=https%3a%2{%2flogin.microsoftonline.com%2fcommol

don't lose access to your account!

To make sure you can reset your password, we need to collect some info so we can verify who you are. We won't use this to spam you - just to keep your account mare
secure. You'll need to set up at least 1 of the options below.

o Authentication Phone is not configured. Set it up now

@ tiosiation Eimail isnot configured SetiE upiow

cancel

2. Enter your alternate email address. Then click Email me. A verification code will be sent in
your email address. Make sure to verify your alternate email.

@ don't lose access to your accour X M Malayan Colleges Laguna accour X | +

&~ & & accountactivedirectory.windowsazure.com/passwordreset/register.aspx?reti

don't lose access to your account!

Please verify your authentication email address below. Don't use your primary work or schoal email.

Authentication Email

tmsw your authentication email address
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3. Select country then enter your mobile no. You may choose Text me or Call me. A verification
code will be sent in your mobile no. Make sure to verify your mobile no.

@ don't lose access to your accou x M Malayan Colleges Laguna accou X | -'I

< &

@ accountactivedirectory.windowsazure.com/passwordreset/r

don't lose access to your account!

Please verify your authentication phone number below.
Authentication phone

Select your country or region

tn&l your authentication phone number

4. Once the email and mobile no. has been verified. Click finish.
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Start Resetting your password:

1. Go to https://login.microsoftonline.com/. Click “Can’t access your account?”.

B2 Sign in to Outlook x <+ = a X

5 C @ loginmicrosoftonline.com/common/oauth2/authorize?client_id=00000002-0000-0ff1-ce00-0000000000008 redirect_uri=https% %2foutlook.office365.com%2fowa%2f8iresource=00000002-000... # 8

Outlook

B Microsoft

Sign in

to continue to Outlook

Terms of use  Privacy & cookies

Or you may enter your MCL email. Click Next then click Forgot my password.

Malayan Colleges Laguna
AMAPUA SCHOOL

& sclamadrid@mcl.edu.ph

Enter password

Excellence and Virtue
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2. Enter your MCL email in the user ID and image indicated in the picture. Click Next.

P¥, Microsoft Online Password Reset X +

< C @ passwordreset microsoftonline.com/?ru=https%3a%2{%2flogin.microsoftonline.cc}

Microsoft

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 1D

Example; user@c

s0.0nmicrosoft.com or user@contoso.com

Please type your email address in the format user@contoso.onmicrosoft.com or user@contoso.com

Q

Enter the characters in the picture o the words in the audio,

Next Cancel

3. Choose 1 contact method for the verification step. Alternate email address and mobile no. is
set by end user. Make sure to check if the email and mobile no. is correct before sending

verification code.

Verification Step:

a. Email my alternate email - just click Email and verification code will be sent to your

email address.

P¥. Microsoft Online Password Reset X o+

<« & & passwordreset.microsoftonline.com/Default.aspx?ru=https%3a%2{%2floginmicrosoftonline.

Malayan Colleges Laguna
A MAPUA SCHOOL

Get back into your account
verification step 1 > choose a new password

Please choose the contact method we should use for verification:

® Email my alternate email e an email containing a verification code at your alternate email

ek @rocketmail.com)

Text my mobile phone

Call my mobile phone

Cancel

ITSO QUICK GUIDE - How to reset password in http://microsoftonline.com/
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Enter the verification code.

P¥, Microsoft Online Password Reset X

(%} Email my altemate email

Text my mobile phone

Call my mobile phone

Cancel

+

€« c & passwordresetmicrosoftonline.com/?ru=https%3a%2{%2flogin.microsoftonline.com%.

Malayan Colleges Laguna
A MAPUA SCHOOL

Get back into your account
verification step 1 > choose a new password

Please choose the contact method we should use for verification:

We've sent an email message containing a verification code to your inbox

W To: sh

lamadi

email verification code

Verify your email addres

Thanks for verifying your sclamadrid @mcl.edu.ph account!

Your code is: 476704

Sincerely.
Malayan Colleges Laguna

Microsoft on behalf of Malay... 9117 AM

etmaill.con

Malayan Colleges Laguna account

i Malayan Colleges Laguna
AMAPUA SCHOOL

(Microsoft online password reset)

b. Text my mobile phone — enter your mobile no. then click Text.

P Microsoft Online Password Reset X

Email my alternate email

*®) Text my mobile phone

Call my mobile phone

Cancel

< & @ passwordreset.microsoftonline.com/?ru=https%3a%2f%2flogin.microsoftonline.com%2fcon

Malayan Colleges Laguna
A MAPUA SCHOOL

Get back into your account
verification step 1 > choose a new password

Please choose the contact method we should use for verification:

+

your account, w

In arder to prot

need you to enter your complete mobile

phone number { *#x414) below. Y then receive a text message with a

verification code which can be used to reset your password.

Enter your phene number

ITSO QUICK GUIDE - How to reset password in http://microsoftonline.com/

(Sample email verification code)
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Enter the verification code.

P¥, Microsoft Online Password Reset X

Email my alternate email

) Text my mobile phone

Call my mobile phone

+

Malayan Colleges Laguna
AMAPUA SCHOOL

Get back into your account
verification step 1 > choose a new password

Please choose the contact method we should use for verification:

We've sent you a text message containing a verification code to your phone

Enter your verification code

« C @ passwordresetmicrosoftonline.cam/?ru=httpsde3a%2f%2flogin microsoftonline com9%2f

SMART = 9:20 AM

< @ ]

\

Microsoft >

Text Message
Today 9:20 AM

909924
Use this code for Malayan
Colleges ... verification

i

@ 79% @m)

I

(Microsoft online password reset)

(Sample text verification code)

4. Enter your new password. Make sure the new password meet the system requirements such
as min. of 10 characters, alpanumeric with special characters (ie. $ @ #) and not related to your
name. Make sure not to repeat or used your previous password. Click Finish.

* Enter new password.

Malayan Colleges Laguna
AMAPUA SCHOOL

verification step 1 v > choose a new password

* Confirm new password:

Finish Cancel

E" Microsoft Online Password Reset X +
< (] & passwordreset.microsoftonline.com/?ru=https%3a%2f%2flogin.microsoftonline.com%2fcon

Get back into your account

ITSO QUICK GUIDE - How to reset password in http://microsoftonline.com/

6 | Page



Information Technology
=734 Services Office
(ITSO)

Malayan Colleges Laguna

5. Sign in with your new password. Press Click here.

¥ Microsoft Online Password Reset X =

<« c @& passwordreset microsoftonline.com/Done.aspx?ru=httpsy

Malayan Colleges Laguna
A MAPUA SCHOOL

Get back into your account
@ vour password has been reset

To sign in with your new password, click here,

6. Enter your new password. Click Sign in. Stay signed window might appear. You may check the
Don’t show this again click Yes or No.

Malayan Colleges Laguna Malayan Colleges Laguna
AMAPUA SCHOOL AMAPUA SCHOOL

& sclamadrid@mcl.edu.ph sclamadrid@mcl.edu.ph

Enter password Stay signed in?

Do this to reduce the number of times you are asked
to sign in.

Don't show this again

-

Excellence and Virtue Excellence and Virtue
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7. You will receive a confirmation email from Microsoft regarding the changes you've made in
your account password.

X

& Mail - Shireen C. Lamadrid - Outiook - Google Chrome. =

& outlookoffice365.com/mail/deeplink?version=2020040403.088popoutv2=18leanbootstrap=1 1]

% Replyall | ~ ] Delete Q Junk Block

Your Malayan Colleges Laguna password has been reset

Getting too much email? Unsubscribe

@ Some content in this message has been blocked because the sender isn't in your Safe senders list. | trust content from msonliness am@microsoftonline.com. | Show blocked con
° Microsoft on behalf of Malayan Colleges Laguna <msonlineservicesteam@microsoftonline.com> . o <
T M (=} 2 3
Tiie M

Shireen C. ; shireenlamadrid @rocketmail.com

Password reset notification

The password on your account has recently been reset. If you performed this password reset,
then this message is for your information only.

» User ID: sclamadrid@mcl.edu.ph

If you are not sure you or your administrator performed this password reset, then you
should contact your administrator immediately.

Remember: Make sure you update all of your devices (phones, tablets, and PCs) with your
new password!

Sincerely,
Malayan Colleges Laguna

was sent frem an unmoni

nail address.
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Another way to reset your password in Outlook WebApp

1. Click the account manager of your account. It's located in upper right side of your windows
screen. Usually has your picture as a logo. Click My account.

&R Mail - Shireen C. Lamadrid -Out X 4

& &

Outlook L Search

'  Favorites @ £ Focused =7 Other

Your Malayan Colleges Lagu...

Conversation Hist...
This week

T

= = ol o e Malayan Colleges Laguna + Coursera

Enroll and build your professi...
— m—

W Delete B Archive © Junk v & Sweep

Inbox 1 O Microsoft on behalf of Malayan Colleges La..

Sent ltems Password reset notification The password on ...
i Deleted ltems o Microsoft on behalf of Malayan Colleges Lag.
Your Malayan Colleges Lagun...
Add favorite Password reset notification The password on .
Yesterday
' Folders
‘ Ruth Asuncion R. Taruc; Maribelle D. Pabia
£ Inbox 1 > Salary for the Payroll Perio. Mon 12:15 PM
Thank you so much po.
& Drafts
0 Ruth Asuncion R. Taruc; Cecille W. Barrera;
B Sentltems > Health Watch: COVID-19 Mon 12:1
Thank you for this info.
@  Deleted tems
° Joselito Elben |. Sol Cruz
®  Junk Email REMINDER: You Are Invited: .. Mon 1032 A
Thanks Ms. Tracy. Hi Guys, You might be ir
= Archive
° do-not-reply@blackboard.com
Ll Notes Please respand: *MCL Health .. Mon 8:04 AM

Dear Colleague, We are on the 5th week of t..

Sun 8:45 PM

B3 Moveto ¥ ) Categorize ™

& outlook.office365.com/mail/inbox/id/AAQKADQONGFhNGNKLWYwWZmitNDYONSO50DcOL TMxMjRhOWE3ZjgwMQAQAMd 1zaKZXjFLp7JENbDKHOC%3D

@® Snooze Vv

Your Malayan Colleges Laguna password has been reset

0]

o}

Getting too much emaif? Unsubscribe

Some content in this message has been blocked because the sender isn't in your Safe senders
list. | trust content from msonlineservicesteam@microsoftonline.com. | Show blocked content

Microsoft on behalf of Malayan Colleges
Laguna <msonlineservicesteam@micros
oftonline.com>

Tue 14/04/2020 9:23 AM

Shireen C. Lamadrid; shireenlamadrid@rocketmail.com

&G 9 % 3

Password reset notification

The password on your account has recently been reset. If you performed this |
then this message is for your information only.

» User ID: sclamadrid@mcl.edu.ph

If you are not sure you or your administrator performed this password re
should contact your administrator immediately.

Remember: Make sure you update all of your devices (phones, tablats, and PC
new password!

Sincerely,
Malayan Colleges Laguna

My account

= O X

® * M 8 :
‘o

X

Shireen C. Lamadrid
sclamadrid@mcl.edu.ph
Available v

My Office profile

Open another mailbox
Sign out

ITSO QUICK GUIDE - How to reset password in http://microsoftonline.com/

9 | Page



Information Technology
=734 Services Office
(ITSO)

Malayan Colleges Laguna

2. Go to Security & privacy. Click Password.

1} My account x |+ = x
&« C @& portaloffice.com/account/#security s [(2)
My account Q & , ﬂ

Security & privacy

My account

Password

Personal info 5
Change your password:

Contact preferences
Manage how and why you are contacted.

Subscriptions on

Security & privacy Organization Privacy Statement
View your organization's Privacy Statement

App permissions Microsoft's Privacy Statement
View Microsoft's Privacy Statement.

Apps & devices

Tools & add-ins

3. Enter your old password then create new password and confirm new password. Click
Submit.

X @ Change password x  +

vedirectory.windowsazure.com/ChangePassword.aspx?BrandContextiD=03658ru(

change password

User ID
sclamadrid@mel.edu.ph

0ld password

H

Create new password

Confirm new password

cancel
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4. Re-enter your new account password. Click Sign in. Microsoft office home window will
appear.

Malayan Colleges Laguna
A MAPUA SCHOOL

sclamadrid@mcl.edu.ph
Enter password

Because you're accessing sensitive info, you need to
verify your password.

Forgat my password

Sign in with another account

Excellence and Virtue
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