
Self Service Password Reset (SSPR) Tool 
 

The technology department is providing a new network password reset function 

that uses Office 365 to accomplish this.  With this new tool you can easily reset 

expired or forgotten passwords and locked accounts. 

In order to use this new tool, you will need to set up a few security questions. 

Very soon, when you log in to Office 365, you will be asked to set up your security 

questions. 

Here is how the new process works.  (Once you have completed the security 

question configuration.) 

 Go to either https://outlook.office.com/mail or https://portal.office.com/ 

   

  

https://outlook.office.com/mail
https://portal.office.com/


 You will be asked to re-enter your current password. 

 

 Once you re-enter your password and click next, you will see this.  Click set 

them up now.  

 

 Please pick from the list of provided security questions. 

 Once you set up your authentication, click Finish and you can access your 

email.  

 If you forgot your password, sign in with your email address and click the 

Forgot my password link: 

 



 

 

  



 You will enter in your email address and type in the characters that will be 

shown.  Click Next: 

 

 Answer your security questions when you configured your account: 



 
 Next, you will enter in a new password and confirm password it as long as it 

meets our password requirements.  

 

Please use a combination of uppercase and lowercase letters, numbers, and 

special characters.  Your password can’t be anything you have used before. 

  

 



 

 Once you are successful, you will see this screen: 

 

 You can login to your email with your new password you created. 

 

 

 



 You will receive an email confirmation from Microsoft on behalf of 

Wenatchee Valley College that looks like this: 

 

 

 

 

 

 If your password is about to expire or you want to change your password 

while you are on your web mail login, click your account name on the top 

right of the screen: 



 

 

 Click My Account: 

 

 

 

 Click on Manage Security & Privacy: 

 

 



 Click the change your password link: 

 

 

 You can change your password by following the same steps mentioned 

previously. 

 


