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Self-Service Password Reset

Introduction

We are introducing self-service password reset for your Menninger Windows account (computer login,
0365) and for Cerner. You will now be able to reset each password through the provided instructions
below.

How to Reset Your Windows Password

1. Login with your Menninger account to: https://outlook.office.com/mail/
2. On the top right corner, click on your username (initials) and then View account

xn Teams call

The Menninger Clinic Sign out

Jessica Nissan

jnissan@menningler.edu

View account

Open another mailbox

@ Sign in with a different account

3. From the left panel, select Overview and then Change Password

Q. Overview Password

S

Make your password stronger, or change it if
someone else knows it.

2, Security info

L1 Devices CHANGE PASSWORD



https://outlook.office.com/mail/

¢
@ Menninger* B

4. Enter your old (current) password first and then the new one in create new password & confirm
new password fields and click Submit.

Change password

User ID

Jjnissan@menninger.edu

Old password
Create new password

Confirm new password

** You can now start using your new password to access your account:
e Windows Login
e Outlook on the Web (OWA)
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Forgot My Password

If you have forgotten your password and need to reset it, you will need access to the phone used to setup
your MFA (multi-factor authentication). You will receive a call or text with a verification code to verify

your identity before your password can be reset.

1. Go to: https://login.microsoftonline.com/
2. Enter your Menninger email address and click Next
- Onthe next screen click Forgot my password

Outlook

’TM] Menninger

N

. « r@menni .
=- Microsoft testuser@menninger.edu

Enter password

Sign in

to continue to Outlook
Password

1estuser@merminger' edu

Mo account? Create one!

Can't access your account?

| Next

Please sign into Office 365 with your Menninger
email address. For password resets, please contact

@, sign-in options Menninger Service Desk.

3. Fill in the email and CAPTCHA fields and select Next
Microsoft

Get back into your account

Who are you?

To recover your account, begin by entering your email or username and the characters in the picture or audio below.

Email or Username: *

IJ testuser@menninteger.edu l

Example: user@contoso.onmicrosoft.com or user@contoso.com

IL‘.;\A.mxr‘.‘gSg l
Enter the characters in the picture or the words in the audio. *

‘ Next Cancel



https://login.microsoftonline.com/
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4. Enter the phone number you chose when you set up your MFA — Multi-Factor
Authentication (you will find a hint of that number in this step) and click Text.

M,
Get back into your account

Menninger’

verification step 1 > choose a new password

Please choose the contact method we should use for verification:

® Text my mobile phone need you to enter your complete mobile

L You will then receive a text message with a

O call my mobile phone

Cancel

5. Enter the code you receive from your mobile device and click Next

©
Menninger'

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

Please choose the contact method we should use for verification:

® Text my mobile phone We've sent you a text message containing a verification code to your phone.

Ocal my mobile phone

|{ 054504 |

Try again Contact your administrator
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6. You have now verified yourself and can choose a new password

a. Enter a new password, confirm password, and select Finish

M Menninger

Get back into your account

verification step 1 v > choose a new password

* Enter new password:

* Confirm new password:

7. You will receive confirmation that your password has been reset. You may now login with your
new password.

Menninger'

Get back into your account
@ Your password has been reset

To sign in with your new password, click here

a. You will also receive an email notification that your password has been reset.

[EXTERNAL] Your The Menninger Clinic password has been reset
<
@ Microsoft on behalf of The Menninger Clinic <msonlineserviceste © 92

To @ Jessica Nissan 8:29 AM
Retention Policy Retain everything for 10 Years (10 years) Expires 7/16/2032

@ Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this
message.

Password reset notification

The password on your account has recently been reset. If you performed this password reset,
then this message is for your information only.
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How to Reset your Cerner Password

Open a new browser session to Cerner

1. Select the Account Self-Service link in the bottom left of the logon screen.

User name:
Password:

Domain: CERN LTCA v

[Account Self-Service] | Support Links

2. You will be directed to the Self-Service logon. Enter your Cerner username and password.

SSPR Self Service Password Reset

Please Sign in

lUser Name

Password

Signin

Forgotten Password

3. You will be prompted to select and answer all security questions. Complete the questions and select

SAVE ANSWERS.
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Setup Security Questions

If you forget your password, you can access your account by answering your security questions.

Please choose your questions and answers that can be used to verify your identity in case you forget
your password. Because the answers to these questions can be used to access your account, be sure
to supply answers that are not easy for others to guess or discover.

Flease type your security answers

| — Please select a quastion item from the list — v
©

— Please select a question item from the list — A
©

— Please select a question item from the list — A
>

— Please select a question item from the list — b
©

4. You will receive confirmation that your Security Questions have been submitted and if you ever forget
your Cerner password, you can use the answers to reset your password. Note: It is good practice to
save your answers somewhere private where they are easily accessible when needed.

Success

Thank you. Your secret questions and answers have been successfully saved. If you ever forget your
password, you can use the answers to these questions to reset your password.

Continue

5. Once logged in to Self Service Password Reset, you have the option to change your password, clear
your security questions answers & view the password requirements.




¢
N/[ Menninger* B

SSPR Self Service Password Reset

Change Password Setup Security My Account
Questions

6. Create a new password with the criteria listed.

Change Password

Please change your password. Ke ord,
click the Change Password buttonfYour new password must meet the following requirements:

Fassword is not case sensitive.

Must be at least & characters long.

Must not include any of the following values: password test Cerner cerner
Must not include part of vour name or user name.

Must not include a common word or commonly used seguence of characters.
Must have at least 3 tvpes of the following characters:

Uppercase (A-Z)

Lowercase (a-2)

Mumber (0-9)

Symbaol {1, # 5, efc.)

Ofther language characters not listed sabove

L= I < =]

Please type your new password

New Password 1=}

Confirm Password

Change Password Cancel

7. You are now enrolled in SSPR. If a password is lost, it can be recovered via the Forgotten Password
link on the Self-Service Password Reset page.
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Please Sign in

lUser Name

Password

Sign in

FAQ

Use of the self-service portal: If users have the self-service portal setup, they can
click on the Account Self-Service link on the Cerner login page in their browser,
directly under the LOG ON button, and reset the password on their own.

(Note: this must be set up in advance and users will get an error if they try to reset
their password without setting it up first.

Please contact IT at Ext. 5141 or at myIT@menninger.edu if password reset assistance is needed.

Change Log

Date of Page # of | Summary of change Author of change
Change change
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