How To Reset Your Password

Resetting your password has never been easier. Whether your password expired or you
just don’t remember what it is follow these steps to get you back up and running

*Note: for faculty/staff this should be done while on VPN or in the office connected to the
network to change your login to your FPU computer.

1. Inyour web browser go to office.com

2. If you are still currently logged in to office your screen will look like this. Click the
picture icon (it will be different for everyone and may be initials rather than a
picture) highlighted in this example and sign out. This will bring you to the Office
home screen. If you are not currently logged into office skip to step 3.
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. Click there

3. On the top right corner you will see

4. Choose Work/School option

B® Microsoft

It looks like this email is used with more than one
account from Microsoft. Which one do you want to
use?

Work or school account
IE] Created by your IT department

5. Putyour FPU email address in the box then choose Forgot My Password by the

Forgot my password

password field

6. Run through the prompts to reset the password
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Get back into your account

7. Choose the option that suits your needs.

17 " Universiry
Get back into your account

vvny are you naving troubie signing in¢

8. Choose the option that best suits your needs for verification. If you do not have an
alternate email then texting your cell phone will prompt you to enter a phone number.

Get back into your account

verification step 1 > verification step 2 > unlock your account

®) Email my alternate email

9. Once that is complete following the remaining prompts to finish the reset process.

10. When the process is complete this new password will be used for all Single Sign On
applications you use

*Note for faculty/staff: If you are not connected to the University network either on
campus or via VPN (Forticlient) the password to your machine will not change. You
will need to do that separately (instructions below).

When remote follow these steps to change your laptop login password
1. Be logged into your laptop with the old password
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2. Connect to VPN using Forticlient
3. Lock the computer using Ctrl+Alt+Del and choosing LOCK
4. Using Ctrl+Alt+Del unlock the computer by entering your new password.
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