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Purpose

HOW TO RESET YOUR OFFICE 365 PASSWORD: A GUIDE

This guide will help you reset the password used for your Office365 account. Please note that this feature can only 
be used if you have a secondary email and phone number setup for your account.

Instructions

Step 1 - Open a browser and in a new tab, type in office.com in the URL bar and click on “Sign in”.

Step 2 - Enter in your Office 365 email address and click on “Next”

Click here
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Step 3 - Click on “Forgot my password”

Click here

Step 4 - Enter in the characters in the pictures or the words from the verification audio into the required box, 
then click on “Next”

Enter the characters in 
the pictures
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Step 5 - A new page will appear that will take you through the two-step verification process.Click on “Email” so 
that the system will send a verification code to your alternate email.

Click here

Step 6 - Enter the code you received in your alternate email account into the required box, then click on “Next”

Put the code here
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Step 7 - After your account is verified by email, the system will proceed to the second step and ask to verify your 
phone number. You have the option to receive the verification code as a text or phone call, chosen from the column 
in the left. Enter your phone number in the required box, then click on “Text” or “Call”.

Put the phone number 
here

Step 8 - After receiving the code, enter it into the required box, then click on “Next”

Put the code here
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Step 9 - The two-step verification process is complete. You will be taken to a page where you can enter in a new 
password in order to re-gain access. You can refer to the appendix to learn more about the password restrictions. 
After entering your new password, click on “Finish”.

Your new password here

Step 10 - A message pops up indicating that your new password has been reset successfully. Select “Click here” 
to log in your Office365 account with the new password.

Click here
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Appendix

Office 365 password restriction

1.	 A minimum of 10 characters and a maximum of 256 characters.

2.	 Requires three out of four of the following:

•	 Lowercase characters.

•	 Uppercase characters.

•	 Numbers (0-9).

•	 Symbols (# $ % ^ & * - _! + = [ ] { } | \ : ‘ , . ? / ` ~ “ ( ) ;)

Notice:

•	 Do not pick a password with commonly used words.

•	 Your password should not be related to and/or similar to your personal information (your name, date of birth...)
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CANVAS – SETTING UP YOUR ACCOUNT STEP BY STEP

Step 1 - Once enrolled, you will receive the following message from OIHI LMS. You will need to register on Canvas 
to access your courses.

Step 2 - Create your account by following the instructions prompted on your screen
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Step 3 - Enter an email and choose a password – once complete, click “Register”.

Step 4 - - Once registered, you can access courses in the “Dashboard” section”.
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CANVAS – PASSWORD RESET

Step 1 - In the main login page, select ‘Forgot Password” and follow the instructions.

Step 2 - Enter your email address and select “Request Password”.
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Step 3 - You will receive an email with the subject line ‘Forgot Password: Canvas from Ontario Institute of Health 
and Innovation LMS’. Select “Click here to set a new password”.

Step 4 - Select your desired password then confirm your new password. You will then receive a confirmation:


