SELF SERVICE RESET PASSWORD EMAIL OFFICE365
FOR EMPLOYEE

1. Sign in ke akun email anda, isi uername dan klik next

B Microsoft
Sign in

testing2 @atmajaya.ac.id

Mo account? Create one!
Can't access your account?

Sign-in options

Back Mext

2. Masukan password anda, lalu klik sign in.

L= vemban izl vz m

ATMA JAYA
¢ testing2@atmajaya.ac.id

Enter password

Fassword

Forgot my password



3. lJika muncul error seperti gambar di bawah ini, atau anda merasa lupa password, klik
reset it now

L= wardbacksizllvdz-mn

ATMA JAYH

< testing2@atmajaya.ac.id

Enter password

Your account or password_ is incorrect. If you don't
remember your passwardL/

Fassword

Forgot my password

4. Akan muncul web redirect ke https://passwordreset.microsoftonline.com/, seperti gambar
di bawabh ini.
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Microsoft

Get back into your account

Who are you?

To recover your account, begin by entering your user ID and the characters in the picture or audio below.

User ID:

Example: user@contoso.onmicrosoft.com or user@contoso.com
i
ru
L

Enter the characters in the picture or the words in the audio.

Next ‘Cancel

5. Laluisi UserlD : akun email office365 anda dan Masukan kode captcha seperti yang
diminta, lalu klik next



Microsoft

Get back into your account

Who are you?

To recover your account, begin by entering your user ID and the characters in the picture or audio below.

User ID:

| testing2@atmajaya.ac.id

Example: user@contoso.onmicrosoft.com or user@contoso.com

4]

| stapary X

Enter the characters in the picture or the words in the audio.

Next Cancel

6. Ada 3 cara untuk mendapatkan authentication code yakni :
a. Email : masukan email anda dalam kolom yang tersedia, lalu klik email me
b. Message mobile Phone : masukan nomor Handphone anda pada kolom yang
tersedia kemudian klik text me
c. Call mobile Phone : masukan nomor Handphone anda pada kolom yang tersedia
kemudian klik call me

Dalam contoh ini, saya memilih kode dikirim lewat message phone,

Universitas Katolik Indonesia

ATMA JAVA

Get back into your account

verification step 1 » choose a new password

Please choose the contact method we should use forwenfication:

D Email iy alternate ernail In orderto protectyour account, we need you to enteryour complete mobile
phone nurmber (reeeedsds @ below, ¥ ou will then receive a text message with

awerification code which can be used to resetywour passwaord,

| mstiazera]
|

i N

(e )

oy

@ Text my mobile phone

© Call my mohile phane




7. Check messages di handphone anda, akan ada kode yang dikirim dari Microsoft, lalu
kode tsb dimasukan di kolom yang tersedi, lalu klik next

Universitas Katolik bndonesia

ATMA JAVA

Get back into your account

verification step 1 > choose a new password

Please choose the contact method we should use forvenfication:

(2 Ernail ry alte rmate ermail Wiehe sentyou a text ressage containing awverification code toyour phone,

@ Text rry mobile phone | T <:

20 Call rmy mobile phone @ Try again  Contact your administrator

8. Masukan new password (password baru) yang diinginkan, minimal 8 karakter, case

sensitive, terdiri dari Huruf besar, huruf kecil dan angka, lalu klik finish.

Universitas Katolik Indonesia

ATMA JAVA

Get back into your account

verification step 1+ > choose a new password

*Enter new password:

TR |

* Confirm new passuord:

e (5 |

9. lJika sudah berhasil reset password akan muncul tampilan di bawah ini. Dan coba klik
here untuk sign in kembali.

Uniwersitas Katalik Indonesia

ATMA JAVA

Get back into your account
@ Your password has been reset

To sign in with your new password, click here.



