Technology Services Department
721 Brewer Drive

Monroe, NC 28112

(704) 296-3143

COMPLETE REGISTRATION FOR O365 SSPR and MFA

Created By: Technology Services
Self Service Password Reset (SSPR) Enrollment Guide and Multifactor Factor Authentication.

This guide is intended to aid and serve as a how-to for all users as they are enrolled in Self Service Password Reset
(SSPR) and then will enable Multifactor Authentication (codes sent to phone or email). All district users will have this
turned on for them automatically. After the initial enrollment settings can be modified by visiting the Microsoft My
Account page under Security Info and you will be prompted for entering code with online Microsoft applications.

Navigate to Microsoft.com

1. Click Signin
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Strengthen your resifience and thrive in the face of change by empowering remote teamwork.  Leam more

Microsoft 365

Your productivity cloud across work and life.
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2. Enter your UCPS username®@ucps.k12.nc.us
3. Enter your UCPS password
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4. This prompt will now be displayed.
a. Click Next ‘

b T
jonn winkle@ucps k12 nc.us
More information required

Your organization needs more information to keep

your account secure
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5. The default method is to ‘Text me a code’ this can be changed to ‘Call me’ and a code will be given verbally.

a. Enter a phone number

Keep your account secure

Your organization requires you 10 set up the following methods of proving who you are

Method 2 of 2: Phone

Phone

Lwant to set uo a diffecent method Skip setup

b. Click Next
6. Retrieve the verification code that was sent to the phone number.
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Enter the 6 digit code sent to the phone number via text or voice call.
a. Click Next

Keep your account secure

Your organization requires you to set up the following methods of proving who you are.

Method 2 of 2: Phone

Phone

Phone

We just sent a 6 digit code to +1 ?OJ- Enter the code below.

Resend code

Lwant to set uo a different method Skip setup
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7. Click Next to complete the setup

Keep your account secure

Your organization requires you 1o set up the following methods of proving who you are.
Methed 2 of 2: Phone
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) EMS verified. Your phone was registered successfulh]
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Keep your account secure

Your organization requires you to set up the following methods of proving who you are.

Method 2 of 2: Done
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Success!

Phone
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tup is now complete. Click Done.

L-(ea( job! You have successfully set up your security info. Choose "Done” to continue signing m]

Default sign-in method: Microsoft Authenticator - noftification

Phone,
S "

6 Microsoft Authenticator
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Additional methods for recovery can be added after this initial setup is completed.

a. Visit the My Account page to add these additional methods.

Click + Add method.
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) My Sign-ins

Security info
I

These are the nw:‘ud'.‘,ub use Lo sign into your account or reset your password

Default sign-in method: Microsoft Authenticator

Lost device? Sign out everywhere

notification
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https://aka.ms/ssprsetup

10. Select Security Questions
o e, My Sign-ins
Security info

Default sign-in method: 1ticr

: Email
Office phone

11. Select Security questions and then enter the answers.
a. No question can have the same answer. All answers must be unique.
b. Click Done

|
Security info

Default sign-in method: 1ic:

{

o A ﬁ n whaat city did your pacents meet?

What is the last name of your favorite te

i
:

aches in high

What was the name of the first school you attended?

I}

What i your favorite food?

What wass your first job

...
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12. Click + Add method
a. Select Email

O

My Sign-ins

Security info
Default sign-in method: 1010201

Authenticator app

Authenticator spp.

Alternate phone
m i e
Office phone

13. Enter your personal email address.

a. Click Next

b. A code will be sent to that email address.
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My Sign-ins ~
Security info

Default sign.in method: Mict

thod

Email

What email would you like to use?
Ggmaicom
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14. Signin to the email address to retrieve the code.

Q  Searchmail -
« B8 0 = 2 0 ¢ (I 2

Union County Public Schools account email verification code

Inbex X

Microsoft on behalf of Union County Public Schools «msoniineservicestoami@microsoftoning com»

tame v

Verify your email address

Thanks for verifying your jghnainkle@uces.k12.ncus account!
|:> NI

Sincerely
Union County Public Schools

UNION EQUNTY PUBLIC SEHOOLS

15. Enter the code.
a. Click Next
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Security info

Default sign-in method:

16. Additional Methods are now setup and MFA codes will need to entered for email, Office 365, and Microsoft platforms.

17. Microsoft Trouble Shooting Tips can be found here.

18. If you have any questions or problems, please contact the Help Desk

11


https://docs.microsoft.com/en-us/azure/active-directory/user-help/active-directory-passwords-reset-register
https://helpdesk.ucps.k12.nc.us/

