
Thiel College – Self Service Password Reset 
 
Purpose of this User Guide 

This guide is intended to aid and serve as a “how to” for all users as 
they enroll in Self Service Password Reset (SSPR). This same 
procedure can be used to update your SSPR settings. 
 

Tools and Terms 

Self Service Password Reset (SSPR) is a Microsoft delivered feature 
that allows an enrolled user the ability to reset their own password. 

 

 
 

 

 

 

 

 



New user sign-in:  
1. Open the web browser on your device and go to https://portal.office.com  
2. When prompted, enter your Thiel College username and password 
3. You will receive a prompt like below: Select Next 

 
4. Configure MFA on your account. You will have the option to use the authenticator app or text “I 

want to setup a different option” - Select “Phone”. Recommendation is the Authenticator app. 
5. You will then be prompted to enter an alternate email address. This address is used to recover 

your password if lost/forgotten. Please enter an alternative email (personal)  
 

 
 

6. A code will be sent to the alternate email for verification. Once you confirm. You’re all set! 



Current user sign-in:  
1. Open the web browser on your device and go to https://portal.office.com   
2. When prompted, enter your Thiel College username and password 
3. You will receive a prompt like below: Select Next 

 
4. You will then be prompted to add an alternate email address. This address is used to recover 

your password if lost/forgotten. Please enter an alternative email (personal)  

 

 

 



How to Reset/Recover Password:  
1. Open the web browser on your device and go to https://portal.office.com 

 
2. Select “Forgot my Password” 

 
 

3. You will be prompted to enter your Thiel College email address and fill out the captcha. 
 

 
 

4. Click Next – You will be emailed a recovery code which will allow you to reset your password 
within the web browser. 


