User login and password reset for
Microsoft

Before trying to login to e-Services, Workday or other systems you first need to login to
Microsoft and reset your password.

Start by going to myaccount.depauw.edu if this site does not work for you for some reason go to
myaccount.microsoft.com

You should be greeted with the following screen. Enter your DePauw University email address.

DEPAUW
UNIVERSITY

Sign in

Welcome to DePauw

Q Sign-in options



myaccount.depauw.edu
myaccount.microsoft.com

Next enter the password you have been provided.

*Note: If you are a new hire this will be the temporary password sent by and for Workday
before you changed it there.

DEPAUW
UNIVERSITY

& gtestS5@depauw.edu

Enter password

Because you're accessing sensitive info, you need to
verify your password.

Forgot my password

Welcome to DePauw




This is the screen you should get next if you do not have Multi Factor Authentication set up
yet. Click Next.
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gtest5@depauw.edu

More information required

Your organization needs more information to keep
your account secure

Use a different account

Learn more

Welcome to DePauw

You will then be asked to provide a phone number for authentication.



DEPAUW
INIVERSITY

Keep your account secure

Phone

You can prove who you are by answering a call on your phone or receiving a code on your phone.

What phone number would you like to use?

| United States (+1) Enter phone number

(®) Receive a code

(O calime

Message and data rates may apply. Choosing Next means that you agree to the Terms of service and Privacy
and cookies statement.

L want to set up a different method Skip setup

You will receive a code. Please enter it here.

Keep your account secure

Phone

We just sent a 6 digit code to +1 §122301325. Enter the code below.

Enter code

Resend code

I want to set up a different method Skip setup

Once you have Success it will tell you your default sign-in method



Click Done. You will be taken to the following screen.

Keep your account secure

Success

Great pob! You hue sudceislully pet

Detault dign-in methad:

= Emiail
L

Now you need to change your password! Click Change Password.

UNIVERSITY | My Account

' Google TestS
Glests@depauw.edu
Overview
Security info
Devices
Password
Organizations
Settings & Privacy
My sign-ins
My Apps

My Groups

Give feedback

< Security info

5

Keep your verification methods and security
info up to date.

Google Test5
B Glests@depauw.edu

UPDATE INFO >

/' Why can't | edit?

Devices

(-]

Disable a lost device and review your
connected devices,

MANAGE DEVICES

Sign out everywhere

Mkke your password stronger, or change itfif
someone else knows it.

CHANGE PASSWORD >

Organizations

-

See all the organizations that you're a part of.

MANAGE ORGANIZATIONS >

Settings & Privacy

&3

Personalize your account settings and see
how your data is used

VIEW SETTINGS AND PRIVACY >

My sign-ins

See when and where you've signed in and

check if anything looks unusual

REVIEW RECENT ACTIVITY

%)



You will get the following. Make sure your new password has Capital and Lowercase letter,
a number, and a special character. A passphrase is the preferred.

Change your password

User ID
GTest5@depauw.edu

New password

Confirm new password

Cancel

Once you have changed your password you will be shown this screen. If you wish to add an
Authenticator app, Security key, or other method click Add sign-in method.

Security info

These are the methods you use to sign into your account or reset your password.

You're using the most advisable sign-in method where it applies.
Sign-in method when most advisable s unavailable: Phone - text +1 8122301325 Change

Add sign-in method

% Phane - Change Delete s

E Password last_updated: Change
2 minutes ago

=1 Email — Change Delete



These are the options you will be given.

Add a sign-in method X

7N Passkey in Microsoft Authenticator
9 Sagn in wath your face, fingerprnt, PIN

Security key

Sign in using a USB, Bluetooth, or NFC dev

]
&
G

@ Microsoft Authenticator

Approve sign-in requests or use one-time codes
@ Hardware token
Sagn in wath a code from a hardware token

% Alternate phone

Get a call to sign in with a code

Q‘D Office phone

et 3 Call 1o g

n in with a code

*Note: Make sure this is a method that you can access every time you login. If you do not
have it available you might not be able to login.



