Changing School Email Password

1. If you know your current password and can successfully log into your
account, click on the gear icon in the upper right hand corner when logged
in. Click on “Options” from the drop down menu.
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2. Then click on “Change your password” under shortcuts.

shortcuts to other things you can do

See email from all your accounts in one place

Set up an automatic reply message

Connect your mobile phone or device to your account
Connect Outlock to this account

Forward your email

Change your password

Import your contacts from an existing ernail account

3. You will need to type in your old password and then your new one.
Remember that the new password must have at minimum one upper case
letter, one lower case letter, one number or one sybmol, and must be at
least 8 characters long.



User |D:
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* 0ld password:

* Mew password:

* Confirm new password:

1. If you do not remember your password, you will have to have it reset by an
administrator. To do so, go to the office 365 login screen. Click on “Can’t
access your account?”.

Sign in with your organizational account
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2. Type in your email address and the verification code. Then click on “Next.”
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3. Click on “contact and administrator.”

Your account is not enabled for password reset

We're sorry, but your administrator has not set up your account for use with this service,

If you'd like, we cagEontact an administrator ip your organization to reset your password for you.

4. The administrator will then be notified that you wish to reset your
password.



