Government of Western Australia

North Metropolitan TAFE Li bra ry S e rVi ce S

How to reset your forgotten NMTAFE Microsoft 365 password using Email and Phone

Number

This set of instructions is for people who set-up their Microsoft 365 without using the Microsoft Authenticator
App. If you set up your account using the App, please see other instructions.

1. Press the “Can’t access your account?” (Or “Forgot your
password if using a smartphone only”) link on the
Microsoft Sign-in screen.

2. Select “Work or school account”.

3. Enter your student email where it says Email or Username.

Enter the characters that are displayed in the box below
the picture (this is case sensitive).

Press Next.
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4. From the ‘Get back into your Account menu,’ Get back into your account
e Select ‘Text My Phone,’ verification step 1 » verfication step 2 = choose & new psssword
e Enter your phone number Plasechoosethe st comtactmethod e
e Click Text.

should use for verification:

O Email my alternate emai In order to pratect your account, we need you ta enter your complete mobile
phone number below. You will then receive a text message with a

verification code which can be used to reset your password

® Text my mobile phone

O Call my mabile phone [ Enter your phene number

Text

5. You will receive a 6 digit code via SMS Get back into your account
verification step 1 > verification step 2 » choose a new password

Enter the code then click Next

i we should use for verification:

O Email my alternate emai We've sent you a text message containing a verification code to your phone.

@ rest my mobile phone

[ Enter your verification code

O Call my mebile phane

6. You will be taken back to the ‘Get back into your account’
menu.

Get back into your account

verification step 1 > verification step 2 > chocse a new password

Please choose the second contact methad we should use for verification:

Click Email.

@email my ziternate email

You will receive an email containing a verification code at your alternate email

address

7. Asecond 6-digit code will be sent to your Personal Email. Get back into your account

verification step 1 v > verification step 2 > choose a new password

Enter the code then click Next. Please choose the second contact method we should use for verification:

® Email my alternate email We've sent an email message containing a verification code to your inbox

[[Enter yourverification code
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8. Enter and Confirm your new password.

Your new password can use any combination of letters or
numbers but must be a minimum of 14 characters.

(It expires every 6 months)
Tip: Use words or phrases you are going to remember

Press Finish.

9. Your Password has now been reset. Press ‘Click here’ and
Sign-in using your student email and new password.
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Get back into your account

verification step 1/ = verification step 2 v > choose a new password

* Enter new password;
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* Confirm new password:
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Microsoft

Get back into your account
@ VYour password has been reset

To sign in with your new password, click here

If you have any questions or require further assistance visit or contact the library. Campus Library phone numbers
and opening hours can be found on the Contact Us page by clicking here.


https://guides.dtwd.wa.gov.au/nmtafe-library/ContactUs

