
How to Register for Self-Service Password Portal 
 

  

1. Go to http://portal.office365.com/  
 
 

2. Sign in using your company email address and password.   
  

  
  

3. Next you will be prompted with a message that will state “More information required” 
account” Click on “Next” to continue.  

  

   
 

http://portal.office365.com/


4. Select “Mobile app” in the dropdown and then select “Set up.” 
 

 
 
 

5. Download the Microsoft Authenticator app for your mobile app store or you can click on the 
links on the page. Once you download the Microsoft Authenticator app on your mobile 
device click on the “+” symbol the app and select “Work or School account” and then select 
“Scan QR code” and face the camera towards the screen so the phone can scan the barcode. 
Once the account is Added to the app then select “Next” on your computer. 

 
 
 



 
 

6. You’ll be prompted to another screen that will state “Let’s make sure that we can reach you 
on your Mobile App device” a push notification will be pushed to the mobile app. Accept/ 
approve 
 the push. 
 

 
 
 

7. Once the test is successful you will be prompted on your computer to verify your mobile 
number. Once you verify your mobile number select “Done”  
 

 
 
 
 
 



 
 

8. You will be prompted on your computer to select your preferred option.  You can leave it as 
“Text Code to my authentication phone” and then select “Save.” 
 
 

 
 
 
 

9. Once completed successfully then select “finish.” 
 

  
 
 
 


