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

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

B8 Microsoft

Sign in

Email, phone, or Skype

Mo account? Create one!

Can't access your account?

Back Next

Choose Work or school account.

BE Microsoft

Which type of account do you
need help with?

Work or school account
Created by your IT department

R Personal account

Created by you

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

Forgot my password

Excellence and Virtue

2. Enter your MCL email in the user ID (if not yet indicated) and image indicated in the picture.
Click Next.

"

Get back into your account

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

Email or Username: *

L ]

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

Enter the characters in the picture or the words in the audio. *

Next Cancel

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


http://microsoftonline.com/

SERVICES OFFICE

INFORMATION TECHNOLOGY
=
MAPUA MCL

3. Choose 1 contact method for the verification step. Make sure to check if the email and mobile
no. is correct before sending verification code. You may also use your authenticator app.

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 You will receive an email containing a verification code at your alternate email

address [ ul

(O Text my mobile phone

) Call my mabile phane m

'3::3';-‘A|Jpr0'-,'e a notification on my
authenticator app

) Enter a cade frem my

authenticator app

Cancel

4. Enter your new password. Make sure the new password meet the system requirements such
as min. of 12 characters, alpanumeric with special characters (ie. $ @ #) and not related to your
name. Make sure not to repeat or used your previous password. Click Finish.

.
g,,' . MAPUA
‘!SI = MALAYAN COLLEGES

- LAGUNA

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

* Enter new password:
[ ]

* Confirm new password:

| |
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5. Sign in with your new password press click here.

-
X MAPUA
3 MMI‘I'QEL(FS}LEGES

ﬂ%m&

Get back into your account
@ Your password has been reset

To sign in with your new password, click here

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

Your Malayan Colleges Laguna password has been reset

. Microsoft on behalf of Malayan Colleges Laguna<msonlineservicesteam@microsoftonline.com> O « & > (g
To: -
Ca - e

Thu 9/5/2024 10:13 AM

You don't often get email from msenlineservicesteam@microsoftonline.com. Learn why this is important

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 enly.

* UserlD:

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

Sincerely,
Malayan Colleges Laguna
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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 View account.

Malayan Colleges Laguna Sign out

YOUR FULL NAME

EMAIL ADDRESS

View account

Open another mailbox

Sign in with a different account

2. Click Password on the left side of your window.

@;&1{‘}.3}#& | My Account -

YOUR NAME
Email address

| & overview

S, Security info

D

Devices

&2 Password

2 Organizations
@3 Settings & Privacy

= My sign-ins
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3. Enter your old password then create new password and confirm new password. Make sure
the new password meet the system requirements such as min. of 12 characters, alpanumeric
with special characters (ie. $ @ #) and not related to your name. Make sure not to repeat or
used your previous password. Click Submit.

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

appear.

1
& Mana

Change password

This page will no longer be available in September 2024
To change your password in the future, go to MySecuritylnfo

User ID

0Old password
( J

Create new password

Confirm new password

m Carce'

[ sr ] '

A i

Enter password

|—-3. ssword

Forgot my password

Sign in with another account

Excellence and Virtue
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