How to register for Self-service Password Reset (SSPR):

1. Registering for self-service password reset is currently a one-time only requirement and can
take up to 10 minutes. We recommend registering for SSPR within CDHB/WCDHB
network.

2. Click on the following link to start your registration (Note you will be redirected to a
Microsoft page as SSPR is a Microsoft product).

Reqister to use SSPR

3. Enter your COHB/WCDHB email address and click Next.

Note: the page will load with a Microsoft logo, the CDHB and WCDHB logo will appear after
you enter a valid CDHB/WCDHB email address.

&5 Microsoft

Sign in

Sam.Test@cdhb.health.nz

No account? Create one!

Can't access your account?

Next

Q Sign-in options

4. Enter your CDHB/WCDHB user account password and click Sign in.

Canterbury
West Coast

& sam.test@cdhb.health.nz

Forgot my password

Welcome to the combined West Coast and
Canterbury District Health Boards Office 365 sign-in
page. Enter your email address and password to sign
in. If signing in from outside a DHB location, you
maybe prompted to complete an additional factor of
authentication (MFA). For assistance please contact
the service desk.



https://account.activedirectory.windowsazure.com/passwordreset/Register.aspx

5. Enter your response to “Stay signed in?”
Recommended: If you are on a shared computer select No.
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sam.test@cdhb.health.nz
Stay signed in?

Do this to reduce the number of times you are asked
to sign in.

[ ] Don't show this again

No Yes

Welcome to the combined West Coast and
Canterbury District Health Boards Office 365 sign-in
page. Enter your email address and password to sign
in. If signing in from outside a DHB location, you
maybe prompted to complete an additional factor of
authentication (MFA). For assistance please contact
the service desk.

6. You may be prompted to confirm your mobile number (through a text message or MFA) as
per the screen shot below. Please click on next to verify and continue.

&Y Microsoft

More information required

Your organization needs more information to keep
your account secure

Use a different account

Learn more




7. You will be presented with a screen to configure your phone and authenticator app to use
the Self-Service Password Reset. Click Add sign-in method to begin.

anter| . ‘/V 7\‘
S s | My Sign-ins & 7 ()

R Overview SeCU rlty infO

These are the methods you use to sign into your account or reset your password.
2 Security info

<+ Add sign-in method

= Devices
Last updated:
Q , ’ [+] Password 35 minutes ago Change
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B3 Organisations Lost device? Sign out everywhere

G Settings & Privacy

@ Recent activity

8. Select Authenticator app

Add a method X

Which method would you like to add?

Choose a method '

Authenticator app

Phone

9. You will now be prompted to set up Microsoft Authenticator. You must now download the
Microsoft Authenticator app from the App Store or Play Store. Once you have done so,
click Next.

Microsoft Authenticator X

Start by getting the app
On your phone, install the Microsoft Authenticator app. Download now

After you install the Microsoft Authenticator app on your device, choose "Next".

| want to use a different authenticator app




10.In Microsoft Authenticator, tap the Plus icon to add an account, and select Work or
school. Then click Next.

Microsoft Authenticator X

Set up your account

If prompted, allow notifications. Then add an account, and select "Work or school”.

‘ Back ‘ Next
11.Now scan the QR code on your screen and click Next.
Microsoft Authenticator X

Scan the QR code

Use the Microsoft Authenticator app to scan the QR code. This will connect the Microsoft Authenticator
app with your account.

After you scan the QR code, choose "Next".

‘ Can't scan image? ‘
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12.Enter the code showing on the screen into your Authenticator app, then click Next.

Microsoft Authenticator X

Let's try it out
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Approve the notification we're sending to your app by entering the number shown below.
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‘ Back ‘




Microsoft Authenticator X

Notification approved

v/

‘ Back ‘ Next

13.Now you must add a second Sign-in method. Click Add sign-in method again, and
select Phone.
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These are the methods you use to sign into your account or reset your password.
2 Security info
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14.Change the country code to NZ and enter your mobile number, then click Next.

Phone X

You can prove who you are by receiving a code on your phone.

What phone number would you like to use?

‘ New Zealand (+64) v| Enter phone number

@ Receive a code

Message and data rates may apply. Choosing Next means that you
agree to the Terms of service and Privacy and cookies statement.




15. A 6 digit code will be sent to your mobile phone, enter it here. Then click Next.

Phone X

We just sent a 6 digit code to +64 0274213402. Enter the code below.

Enter code

Resend code

‘ Back ‘

You are now all ready to go! Click the link below to access the Self-Service Password
Reset:

https://aka.ms/sspr

As always if you are unsure how to proceed, please contact the Service Desk on 03 364 0999 \
ext. 80999



https://aka.ms/sspr

