HOW T0
RESET YOUR PASSWORD

PART 1: SETUP VERIFICATION

ONE-TIME INITIAL SETUP. This step must be done to
register your account for Self Serve Password Reset.

1. Log in to your Rocky View account

http://portal.office.com/

ROCKY VIEW SCHOOLS

ssprsub@rockyview.ab.ca

Staff - @rockyview.ab.ca

More information required

St u d ents - @ rVSC h OO I S - ab . Ca ;23[ ngzi;a;i:cr:]::eds more information to keep
2. Click NEXT. o

3. Select verification method.
(see below)

OPTION 1: PHONE REGISTRATION

Register your phone to verify identity

1. Enter your phone number and click Next

Keep your account secure Keep your account secure
Phone
Phone
We just sent a 6 digit code to +1 . Enter the code below.
‘canada “n v‘ l Enter code
(® Rec
QO calime Back
m | want to set up a different method Skip setup
ppppppppp

2. Enter the verification code displayed
on your phone and click Next

OPTION 2: SECURITY QUESTIONS

If using the Security Questions method, click on | want to set
up a different method > Choose Security questions

1. Set up security questions - All 3 questions are REQUIRED.

Keep your account secure Keep your account secure

Security questions were successfully x

Security questions

registered
[ For employees: Wht s your RVS employee number? \ Success! Mon, 03 Jun 2024 14:18:13 GMT
12345
! / " S i

l City you were bom n? /J Great job! You have successfully set up your security info. Choose "Done” to continue signing in.

Default sign-in method:
[ — \ o Security questions
nnnnnn o

) sssssssss

2. If successful, this message will appear.




HOW T0
RESET YOUR PASSWORD

PART 2 : GHANGE PASSWORD

1. Goto
https://passwordreset.microsoftonline.com/
2. Enter email address and the ROCKY VIEW 5001
Code as ShOWn on |mage Get back into your account
Who are you?
Staff - @rockyview.ab.ca
Students - @rvschools.ab.ca —————
Enter the characters in the picture

FROM PART 1: SELECTED VERIFICATION METHOD

PHONE REGISTRATION SECURITY QUESTIONS

1. Enter your REGISTERED phone number 1. Answer ALL 3 security questions
followed by the verification code

ROCKY VIEW SCHOOLS

ROCKY VIEW SCHOOLS .
Get back into your account

Get back into your account
verification step 1 > choose a new password
verification step 1 > choose a new password

Please choose the contact method we should use for verification:
@® Text my mobile phone
® Answer my security quest F pl What is your RVS employee number?
Ocall | |
t e born in?
ROCKY VIEW SCHOOLS \ rite place &
Get back into your account
verification step 1 > choose a new password
Next

Your new password must meet the following
requirements:

2. Enter NEW password

-
ROCKY VIEW SCHOOLS . + Password is case sensitive.

: * Must be at least 8 characters long.
Get back into your account '« Must not include part of your name or username

MUST HAVE :

verification step 1 v > choose a new password

v A special character@ # $ % " & *
v An upper-case letter ABCDE...
v Anumber12345...

I =)

* Confirm new password:

I = |
[ |




