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Changing Your Microsoft 365
Password

This is a guide on how to change your Microsoft 365 password. Microsoft 365 is most commonly used for
company email, but may also be used for Office software, Sharepoint, and other programs or services. You can
change your password at any time, and your company may havea policy requiring password changes at regular
intervals. Note: if your email password syncs from your computer logon, changing your computer password is
the correct methodto change your email password.

1. Begin by opening a web browserand opening the Office 365 page, https://portal.microsoftonline.com. Log
in with your email address and current password.
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2. In the upper right corner of the website, click the small gear icon, then select “Change your password”
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3. Fill in yourcurrent password, then enter in your desired new password twice. The new password must meet
complexity requirements; the bar beneath the fields will turn green when the password is acceptable. Click
“Submit” to complete the process.

change password

Strong password required. Enter 8-16 characters. Do not
include common words or names. Combine uppercase
letters, lowercase letters, numbers, and symbaols.
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Confirm new password

4. This change will take effect nearly instantly. Keep in mind, changing your password will effect all devices you

check email on: Outlook, phones, tablets, etc. They will promptyou to enter the new password the nexttime
you use them.

Reach out to SmartPath Technologies if you experience anyissues.



