


Annexure-I 

Verify Phone/Email ID for enabling Self-Password Reset option for Internet 

Access Users and all O365 applications User during first-time login: 

For enabling self-password reset option, users are required to set and verify the recovery Phone number 

and email ID during first time login. Mobile Phone number verification is must for enabling self-

password reset option. 

Steps to set and verify the recovery Phone number and email ID during first time login: 

1. Open browser and go to ww.office.com and click on Sign in 

 
2. Provide your username (if your user ID is abc then you have to Sign in with abc@nerist.ac.in, for 

student user ID will be <registration number without />@nerist.ac.in) as shown below and click 

Next 

 

https://www.office.com/
mailto:abc@nerist.ac.in


3. Select “Work or school account”

 
4. Provide default password as “Welcome@123”, W is in Capital letter and click on Sign in. 

 
5. Click on Next

 
 



6. Now, for enabling self-password reset you need to set phone number and additional email ID 

(the email ID should be other than Institute provided). For Authentication Phone Configuration 

Click on “Set it up now” 

 

 
 

 

 

 

 

 

 

 

 

 

 

7. Select the country code for India, provide Authentication Phone number and Click on Text me 

option. 

 
 

 

 



8. A verification Code will be sent your provided mobile number. Put the Verification Code and 

click on Verify. 

 

 
9. The Authentication Email Configuration is Optional, and you can configure it by clicking “Set it 

up now” and verify the code which will be sent to your provided email ID. 

 

 

10. After verifying Phone and Email ID Click on Finish. 

 

 

 

 

 

 



Annexure-II 

Verify Phone number after Login 

1. After Login into www.office.com , go to Account Manager  Click on View Account 

 
 

2. Click on UPDATE INFO 

 
3. Click on Add Method 

 

 

http://www.office.com/


4. Select Phone from Drop Down ListClick on ADD 

 
5. Select Country Code for IndiaProvide Mobile number Select Text me a codeClick on Next 

 



6. Provide 6-digit verification code, which will be sent to your given mobile number Click on 

Next Click on Done 

 
 

 

 

*** Email Verification is optional, you can verify your authentication email (email id should be 

other than institute provide) by selecting option as “Email” during Add Method at Step 4. 

 

 

 

 

 

  



Annexure-III 

Step to reset default password after Login: 

 

1. Open browser and go to ww.office.com and click on Sign in 

 
 

2. Provide your username (if your user id is abc then you should be Sin in with abc@nerist.ac.in) as 

shown below and click Next 

 
 

 

 

 

https://www.office.com/
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3. Provide default password as: Welcome@123 and click on Sign in. 

 

 

4. Click on Settings then Click on Change password option. 

 
 

 

 

 

 



5. Provide below details: 

 Old Password: Welcome@123 

 Create new password: (New Password should be minimum 8 characters 

length, should not be any abbreviation or any dictionary word, password 

should include at least an upper case letter, special character and a 

number) 

 Confirm new password and Click on submit. 

 

 

 


