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Use the Tool to Reset Your Password 
1. Visit www.office.com or in Teams and select “Forgot my password”. All account passwords have been reset. 

 

 

 

 

 

 

 

 

 

2. You will be prompted to enter your PVAMU email then 
enter the characters in the picture. Then “Next”. 

 

 

 

 

 

 

3. Based on the authentication options imported for you, you will able to call or text the cell phone number we have 
on file for you. You will need to type in the number and either select call or text. 

 

 

 

 

 

 

 

http://www.office.com/
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4. You will receive a call or text, depending 
on the selection you made, and you will 
need to enter it. 

 

 

 

 

 

 

 

 

5. Once you have verified using either of the methods, you will be taken to the “create a new password” pop up. 
a. Use at least 12-16 characters. 
b. Create a strong password that can’t be easily guessed 

or cracked.  
c. Work or school account passwords require each of the 

following: 
i. Lower Case Letters 

ii. Upper Case Letters 
iii. Numbers (0-9)  
iv. Symbols, including: ! @ # $ % ^ & * + = [ ]    

{ } | \ : ‘ , . ? / ~ “ < > ( ) ; 
6. Select “Finish” 

 
 

7. You can now log into office.com using the password 
you just reset.  
 

8. Now you need to follow the instructions to finish 
setting up the authentication methods preloaded for 
you. 
 

Troubleshooting: If you have changed your password in the past 24 
hours or if it does not meet the criteria above, you will get this error: 

If you think it was just a mistake while typing, try one more time. If you get 
this error again, wait 24 hours before trying again. 

Contact x2525 if you reach this error and need additional assistance. 
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Set up or Change Authentication Phone 
1. You will get this prompt after you have reset your password the 

first time. Follow the Use the Tool to Reset Your Password steps 
above before getting these steps. 

 

 

 

 

 

2. Select “Next” to setup the password reset tool.  

 

3. Your phone number has already been uploaded 
and you can have the system call or text you to 
verify this will used in the future.  

4. Select: Send me a code by text message or call 
me. Then “Next” 

 

 

 

 

 
 
 
 

5. Now you will need to enter the verification code 
that is either spoken in the call to your cell or by 
text to your phone. 

6. Once you have entered the code, click “Verify”. 
 
 

 

7. Once the verification has been completed. You will 
be taken to the done screen and you can utilize your 
Microsoft tools as you always have. Select “Done” 
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