
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. 

 

2. Then click on “Change your password” under shortcuts. 

 

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. 



 

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?”. 

 

2. Type in your email address and the verification code. Then click on “Next.” 



 

3. Click on “contact and administrator.” 

 

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

password. 


