
Self‑Service Password Reset (SSPR) – Step-by-Step 
Instructions 

1. Open any web browser and go to the following URL:

https://outlook.office.com

2. Enter your email ID when prompted.



3. Click on “Forgot Password”.

4. On the next screen, enter your email ID again, complete the captcha, and click Next.



5. Select one of the following options and click Next:

“I forgot my password” → to reset your password

“I know my password but still can’t sign in” → to unlock your account.

6. The system will now ask for two verification steps.

For Step 1, select your registered mobile number and enter it when prompted.



7. You will receive a verification code on your registered mobile number. Enter the code in the field

shown on the screen.

8. For Step 2, you must verify using the Authenticator app. Click on Send notification.



9. Approve the sign‑in request on the Authenticator app by matching the number displayed on your screen.

10. Once the verification is completed, you will be prompted to create a new password.

Enter your new password, then re‑enter it to confirm.



11. Click Finish.
A confirmation message will appear stating that your password has been successfully reset..
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