
Office 365 Self Service Password Reset 

1. Sign into your Office 365 account and enter your Username and Password. 

 https://portal.office.com 

 

 

 



 

**For first time users you are required to update your password. 

 

2. Click “Next” for the More information required window. 

 

 



3. You choose the Authentication Phone method or the Authentication Email 

method.  

For the phone method – enter the Country information and the telephone number (with 

area code). Click on either Text me or Call me. Note: if you choose to use your office 

phone, you will need to be near that phone when resetting your password. You will need 

to enter the verification number that you get through a text or press the appropriate key, 

when called, for verification. Once you have verified the phone method you will be back 

at the options screen. You can continue by entering an alternate email or click on Finish. 

For the email method – enter an alternate email address (not your @***.edu.ph email). 

Click on Email me. Check your alternate email for the verification number that you will 

need to enter on this page. Once you have verified the email method you will be back at 

the options screen.  

 

 



 

 



 

4. You should now see a green check mark beside option you selected. 

Click on Finish to complete the process. 

 

 



 

 

**For first time users Click “set the time zone for your calendar”. 

 

 

 

**Set your time zone to “UTC+08:00) Beijing, Chongging, Hong Kong, Unumqi 



 


