POLYTECHNIC

UNIVERSIT?Y
SAN JUAN o ORLANDO « MIAMI

How to register for self-service password reset

If you need assistance, please contact us at 787-622-8000 extension 611 or
HelpDesk@pupr.edu



mailto:HelpDesk@pupr.edu

Note: Watch this short video for an overview of the SSPR process.

1. Visit the self-service password reset portal here SSPR and enter your institutional
email.

B" Microsoft
Sign in

epruebas_0000@students.pupr.edu

No account? Create one!

Can't access your account?

Next

Q Sign-in options



https://www.youtube.com/watch?v=tFBPTdkC2ZI
https://account.activedirectory.windowsazure.com/PasswordReset/Register.aspx?regref=ssprsetup

2. Click on “Work or school account” as shown below.

BT Microsoft

It looks like this email is used with more than one
account from Microsoft. Which one do you want to
use?

Created by your IT department

lz_l Work or school account
epruebas_0000@students.pupr.edu

Personal account

R Created by you

epruebas_0000@students.pupr.edu

Tired of seeing this? Rename your personal Microsoft
account.

Back




3. Enter the password your account’s password.

" Microsoft
< epruebas_0000@students.pupr.edu

Enter password

9

Forgot my password




4. Click “Yes” as shown below.

2= Microsoft
epruebas_0000@students.pupr.edu
Stay signed in?

Do this to reduce the number of times you are asked
to sign in.

\:| Don't show this again

No Yes




5. You must provide a phone number and an alternate email address to continue with
the registration process. Both the phone and alternate email must be accessible
during this step.

‘? 3)(3'1‘(\T.H.(;'.1]?‘.'_(; epruebas_0000@students.pupredu | ?

don't lose access to your account!

To make sure you can reset your password, we need to collect some info so we can verify who you are. We won't use this to spam you - just to keep your account more
secure. You'll need to set up at least 2 of the options below

0 Authentication Phone is not configured. Set it up now

0 Authentication Email is not configured. Set it up now

cancel

©2021 Microsoft  Legal | Privacy Your session will expire in 14:55




6. Select your country and type in your phone number.

?l’()l.YTF.CHNlC
UNIVERSITY

epruebas_0000@students.pupredu |

don't lose access to your account!

Please verify your authentication phone number below.
Authentication phone

Select your country or region

Enter your authentication phone number

©2021 Microsoft  Legal | Privacy

Next, select either to be texted or called.

?POI.YTECHNIC
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Your session will expire in 14:58

epruebas_0000@students.pupredu | ?

don't lose access to your account!

Please verify your authentication phone number below.
Authentication phone

United States (+1)

[123-456-789d

©2021 Microsoft  Legal | Privacy

Your session will expire in 14:57




7. After validating your phone number, you need to validate an alternate email
address.

T POLYTECHNIC
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epruebas_0000@students.pupredu |

don't lose access to your account!

To make sure you can reset your password, we need to collect some info so we can verify who you are. We won't use this to spam you - just to keep your account more
secure. You'll need to set up at least 2 of the options below.

Authentication Phone is set to

Change

0 Authentication Email is not configured. Set it up now

cancel

©2021 Microsoft  Legal | Privacy Your session will expire in 14:48

Click “Set it up now” to configure an alternate authentication email. This email
cannot be your institutional email.
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don't lose access to your account!

Please verify your authentication email address below. Don't use your primary work or school email.

Authentication Email

l alternateEmail@example.com

back

©2021 Microsoft  Legal | Privacy Your session will expire in 14:56

After validating your phone and alternate email press “Finish”.
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don't lose access to your account!

Thanks! We'll use the info below to recover your account if you forget your password. Click “finish* to close this page.

OAuthentication Phone is set to Change

O Authentication Email is set to Change

©2021 Microsoft  Legal | Privacy Your session will expire in 14:57




How to change your password

1. Within the Microsoft 365 portal click your account’s username on the top right
corner. From the opened menu, click view account.

@ (? epruebas_0000 @

pupr.edu Sign out

E | epruebas_0000@students.pui...
" View account

My Office profile




2. In the account Overview page click either on the Password link in the left menu or
the Password tile on the right side of the Overview page.

POLYTECHNIC
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Q Overview
2, Security info
L Devices

Q\ Password

E=3 Organizations

Password

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

CHANGE PASSWORD >




3. Enter your current password in the first field.
Then, enter your new password in the second field.
You must confirm your password in the third field.
A strong password is required for your account’s security.
You can find more information about strong passwords here Create and use
strong passwords (microsoft.com).

Click submit when you complete filling the form.

T}"_}‘I\’\j‘f"ﬁ'{”ﬂ"l“' epruebas_0000@students.pupredu | ?

change password

User ID

epruebas_0000@students.pupr.edu

Old password
Create new password

Confirm new password

m Cancel

If the password change is successful you will be redirected to your account’s
profile in Microsoft 365.

POLYTECHNIC
S R TECENIS spruct>: @&
- A A . MM PUPR.EDU
Profile
epruebaS_OOOO Email:  epruebas_0000@students.pupr.edu Maﬂage account
R Alternate email: Change password
Office:  GRPR, Hato Rey Set up self service password reset

Review terms of use
Sign out everywhere



https://support.microsoft.com/en-us/windows/create-and-use-strong-passwords-c5cebb49-8c53-4f5e-2bc4-fe357ca048eb
https://support.microsoft.com/en-us/windows/create-and-use-strong-passwords-c5cebb49-8c53-4f5e-2bc4-fe357ca048eb

How to recover access to your PUPR account

Note: To recover access to your account you must be registered for Self-Service
Password Reset (SSPR). If you have not registered for SSPR you need to contact
PUPR’s IT Help Desk at 787-622-8000 extension 611 or at HelpDesk@pupr.edu.

. Visit this link to recover access to your account.
Alternatively, you can click “Can’t access your account?” below the Microsoft 365
Sign in page.

=" Microsoft
Sign in

Email, phone, or Skype

No account? Create one!

Can’'t access your account?

Next



mailto:HelpDesk@pupr.edu
https://passwordreset.microsoftonline.com/?whr=pupr.edu

10.You must choose “Work or school account”.

2% Microsoft

Which type of account do you
need help with?

Work or school account
Created by your IT department
Yy &

R Personal account
Created by you

Back




11.Enter your institutional email in the first field.
In the second field enter the characters displayed.
Then Click Next.
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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:

epruebas_0000@students.pupr.edu

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

"

\ o

N\
[ vl

Enter the characters in the picture or the words in the audio.

Q




12.You will be prompted to choose verification steps.
Note: Both the alternate and mobile phone must be verified for the system to allow
you to recover access to your account.
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Get back into your account

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

Please choose the first contact method we should use for verification:

(®) Email my alternate email You will receive an email containing a verification code at your alternate email
address ( ).

(O Text my mobile phone

O call my mobile phone

Cancel




13. After both verification steps have been validated you will be allowed to change
your password.
Enter your new password in the first field.
You must confirm your password in the second field.
A strong password is required for your account’s security.
You can find more information about strong passwords here Create and use
strong passwords (microsoft.com).

Click Finish when you complete filling the form.

T POLYTECHNIC
T
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Get back into your account

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

* Enter new password:

* Confirm new password:

| |
Cancel

If the password change is successful you will be to your account’s profile in
Microsoft 365.

T POLYTECHNIC
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Get back into your account
® Your password has been reset

To sign in with your new passward, click here.



https://support.microsoft.com/en-us/windows/create-and-use-strong-passwords-c5cebb49-8c53-4f5e-2bc4-fe357ca048eb
https://support.microsoft.com/en-us/windows/create-and-use-strong-passwords-c5cebb49-8c53-4f5e-2bc4-fe357ca048eb

Access your student email account

1. Open your preferred browser and go to office.com. Choose the Signin option.

) Office 365 Login | Microsoft 01 X [ied = X

<4

= c @ © & hitpsy/www.office.com . @0 vyineme® =
= Microsoft l Office rProducts ~  Resources .~ Templates Support My account All Microsoft +  Signin ()

Remote Learning in education. Learn more >

Welcome to Office

Your place to create, communicate, collaborate, and get great work
done.

2. Enter your email address and click Next. You will choose the Work of school
account option. Enter your password and choose the Sign in option. A
message will appear, asking if you want to keep your account signed in. You
can choose yes or no. You are now logged in into Office365 where you can
see all your available applications.



a" Microsoft
Sign in

roblies_12345@students.pupr.edu

No account? Create one!
Can't access your account?

Sign-in options

Next



B Microsoft

It looks like this email is used with more than one
account from Microsoft. Which one do you want to
use?

Created by your IT department
robles_12345@students.pupr.edu

Work or school account

Personal account

R Created by you

robles_12345@students.pupr.edu

Tired of seeing this? Rename your personal Microsoft
account,

Back:

" Microsoft
< robles_12345@students.pupr.edu

Enter password

Forgot my password



Q) Microsoft Cfice Home
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i Office 365

o Microsoft

robles_12345@students.pupr.edu
Stay signed in?

Do this to reduce the number of times you are asked
to sign in.

Don’t show this again

No Yes

X ey

© & https//www.office.com/7auth=2 - O ¥y IN@D ® =
P Search Q & ? @

Good morning, Victor Install Office ¢

.
+ ® e @ &E $ ® P & &H
Start new Qutlook OneDrive Word Excel PowerPoint OneNote SharePoint Teams Sway All apps
Recent Pinned Shared withme  Discover 7 Upload and open...
-

I . ®
A
¢ —
No recent online Office documents

Share and collaborate with others. To get started, create a new document or drag it here
to upload and open.

7 Upload and open... “

3. You can now choose Outlook to access your emails.



Outlook

New message

v Favorites

Inbox 1

B Sent ltems

Add favorite

Folders

<

Inbox 1

Drafts 1

Sent ltems

B ¥V N B

Deleted Items 157

Junk E-Mail N

Archivei

0 O @

Notes
Archive
Conversation His...

New folder

= £ &



Access Blackboard

1. Choose your preferred browser and go to https://virtualcampus.pupr.edu.
Enter your user account and password, to log in to blackboard.
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System Announcements

Blackboard Conditions of Use (Tuesday, March 12, 2019)

Academic Honor Pledge

| affirm | am the student registered for and taking this course
Misrepresentation is considered academic misconduct and may
result in failure of the course and/or further disciplinary action,
including dismissal from the University.

Blackboard Conditions of Use

For purposes of these Conditions of Use, the term “Content”
means any matenial, information, communication, text, graphic,
link, electronic art, animation, audio, video, photo, or other data
used in connection with Polytechnic University of Puerto Rico
(“PUPR") online course (a “ Course”).
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R vy inme £

Blackboargl L

Username

robles_12345

Password

— |

Forgot Your Password?

E Student Support
Click here

With respect to any Content posted by you in connection with a
Course, you represent and warrant to (‘PUPR”) that you either

POLYTECHNIC & student40studentdd 1 v
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e Poli e Courses
A

Tools My Announcements My Courses
Announcements No Institution Announcements have been posted in Courses where you are: Instructor
the last 7 days. ;
Calendar . e CAA_Rev: Comite de Asuntos Academicos
No Course or Organization Announcements have -
Tasks been posted in the last 7 days. Courses where you are: Student
My Grades - DemoPMFUN20: Demo Project Management
Fundamentals 20
Send Email

DemoStudentPMFUN2: Students Project

User Directory Management Fundamentals 2

Address Book


https://virtualcampus.pupr.edu/

Access Mypoly Portal

1. Choose your preferred browser and go to https://mypoly.pupr.edu
2. Enter your username and password, then click Login.

€= C @ mypoly.pupr.edu/ics
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Admissions Miami Orlando Graduate School Blackboard Academics Finances Placement

Home > Home
PUPR PORTAL

. PUPR Portal .
QUICK LINKS CTE Manuales

S e

& pupredu/miami

& pupreduloriando znform@ﬁon Systems Instrucciones 5

PUPR

Instrucciones para activar tu cuenta
de acceso para los servicios en la
PUPR

Si usted olvido su contrasefia. por favor oprima ﬂ]m
. g s Oprima este enlace para obtener las
El Horario del CTE ‘es el sigulente: instrucciones de como cambiar su contrasefia

Lunes a Jueves desde las 7:00am hasta las 12:00am (pdf, 2175K)

Viernes desde las 8:00am hasta las 3:00pm
Sabados desde las &:00am hasta las 8:00pm

NCS Transcript

Pasos Cortos
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Blackboard Academics Student Financial Aid Finances Placement My Pages

Admissions Miami Orlando Graduate School

Home > Home
PUPR PORTAL
. PUPR Portal v &

QUICK LINKS CTE Manuales

My Pages

& pupredu { ’

& pupr.edu/miami 1
wupLeduimiami nform@tion Systems
o PUPR Instrucciones -~
& pupr.edu/orlando

Instrucciones para activar tu cuenta

de acceso para los servicios en la

PUPR

Si usted olvido su contrasena, por favor oprima aqui.

If you need assistance, please contact us at 787-622-8000 extension 611 or
HelpDesk@pupr.edu
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