
 

 

 

Sign in Instructions 

 

 

 

Once you get your Office 365 Email and Password you should follow the instructions below: 

1. Go to the Office 365 portal at https://portal.office.com/ 

2. Enter your Email and then press Next. 

 

 

 

 

  

https://portal.office.com/


 

 

3. Enter your Password and then press Sign in. 

 

 

 

  



 

4. Since it's the first time you are trying to sign in you will be asked to update your password.  

Passwords need to be at least 8 characters long, with at least 3 of the following: uppercase 

letters, lowercase letters, numbers, and symbols. It is your responsibility to remember 

and keep your Password confidential. 

In the field [Current password] enter the Password initially given to you. In the field [New 

password] enter your New password. In the field [Confirm password] re-enter your New 

password.  

Press Sign in.  

 

 

 

 



That's it, you are in! 

 


