HOW DO | RESET MY PASSWORD FROM HOME

1. When logging into portal.hcps.org from
a computer not connected to the HCPS
network, you can reset your password
by using the Reset Password Utility.
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Before you can use the Reset Password
Utility, you must have registered your
account. If you have not done so, you
will not be able to reset your password
until you return to HCPS.
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2. Click the Can’t access your account link, found at the
bottom of the screen on the login window.

© 2013 Microsoft | Can't access your account

3. Employees: Microsoft

Enter your username@hcps.org in the UserlID: text field
and type the distorted characters into the second text
field. Click Next. s o

To recover your account, begin by entering your user ID and the characters in the picture or audio below.

Get back into your account

* User ID:

[ Youraccounfahcps.org X

Students:

L2
Enter your firstnamelastname@student.hcps.orgin the W e

UserID: text field and type the distorted characters on
your screen into the second text field. Click Next.
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Next Cancel

9/8/16


mailto:username@hcps.org
mailto:firstnamelastname@student.hcps.org

HOW DO | RESET MY PASSWORD FROM HOME

4.
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Enter the verification data requested with the
information that you used when registering for the
Password Authentication process. Click the blue
button to continue. (Text in this example)

Enter the verification code sent to you into the text
field or answer the security questions with the
answers you submitted when registering. Click the
Next button.

If the information you provide is not correct, you
can click the Try Again button and enter the
information again.

If you are unsuccessful, click the Contact your
administrator for instructions on who to contact
next.

Enter new password and repeat it in the Confirm
new password field. Click Finish and your password
has been reset.

Note: Passwords must consist of a minimum of 8
characters and contain each of the following: upper
case letters, lower case letters, and numbers. Some
special characters may work but we recommend not
including special characters.
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Get back into your account

verification step 1 > choose a new password

Please choose the contact method we should use for verification:

In order to protect your account, we need you to enter your complete mobile
@ Text my mobile phone phone number (****+++==* 65) below. You will then receive a text message with a

verification code which can be used to reset your password.

O call my mobile phone [ e

Cancel
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Get back into your account

verification step 1 > choose a new password

Please choose the contact method we should use for verification:

We've sent you a text message containing a verification code to your phone.

@ Text my mobile phone

[ 123454 X

O Call my mobile phone

Next Tryagain  Contact your administrator

Cancel
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Get back into your account

verification step 1 v > choose a new password

* Enter new password:

* Confirm new password:




