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[bookmark: _GoBack]Change Temporary Password

For User that Sign in the First Time to change the temporary password to permanent password, please following the instruction below.
1. Browse to Office 365 login page https://login.microsoftonline.com/ or Office 365 Outlook Web Access page
2. Enter your Office 365 credential  as
User ID/email address xxx@upnm.onmicrosoft.com and Temporary password provided by IT administrator 
Click “Sign In“button
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3. You must to update password with re-type the temporary password on the Old password textbox and enter your permanent password on the New password textbox and Confirm new password textbox.
Note: Strong password required. Enter 8-16 characters. Do not include common words or names, combine uppercase letters, lowercase letters, numbers and symbols.
4. Click Save.
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5. After successfully update permanent password and would like to continue use the Outlook and other Office 365 service. Please to re-login with your permanent password that you’ve just update.
6. Click Sign In.
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Change new password to permanent password

If you would like to change a new password again changed temporary password, please following the instruction as below. 
1. Go to Setting [image: ] on the upper right.
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2. Go to Office 365 Setting
3. Click on Password on the left panel.
4. Enter your password on the Old password box and enter your new password on the New password box and Confirm new password box.
Note: Strong password required. Enter 8-16 characters. Do not include common words or names, combine uppercase letters, lowercase letters, numbers and symbols.
5. Click Save.
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Note: If you forgot your password, please contact Office 365 administrator at admin@upnm.onmicrosoft.com for reset password.
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Update password

You must update your password because this is the first time that you've signed in or your password has expired.

User ID:

test2@upnm.onmicrosoft.com

*0ld password:

* Confitm new password:

For users signing in for the first time: Microsoft Online Services will be contacting you with tips and
advice for using our products and services. In regions where permitted, we wil also contact you
with surveys and promotions. You can unsubscribe at any time. For more information on
communication options, please see our Privacy Notice.
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Office 365 settings
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Software

Install and manage software.

Theme

Chaose your own theme.

Start page

Change where you land when you sign in to Office 365.

Notifications

Decide which notifications you see. Your changes wil take effect next time you sign in.

Password

Change your password.

Outlook ~ Calendar ~ People  Newsfeed ~ OneDrive

User ID:

test2@upnm.onmicrosoft.com
*0ld password:

* New password:

* Confitm new password:

Your alternate emailis not configured, and your mobile phone number is
ot configured. If you forget your password, we will use them to help.
reset your password.
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