
Self Service Password Reset – Microsoft 365 (JSCO.NET) 
 

To reset your email/Microsoft 365 password you must have: 

1. Multi-Factor Authentication Configured on your account 
2. Access to the Mobile Phone to which your Multi-Factor Authentication has been attached for 

this account. 

If you do not have access to the phone in question, please have your Regional Manager email 
support@jsco.net with the following information: 

1. Email address for which password needs to be changed 
2. New Multi-Factor Authentication Phone Number to be used for this account. 

Once JSCO IT responds that changes have been made, please follow the instructions below to reset your 
email/Microsoft 365 password: 

1. Go to outlook.com/jsco.net in your Chrome or Edge browsers. 
2. If you are not sure of your password, please click ‘Can’t access your account?’ link 

 

3. Click ‘Work or school account’ for the type of account you need help with. 
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4. Enter email address and the characters in the picture and click ‘Next’ button. 

 

5. Enter the Multi-Factor Authentication phone number for which this account is configured and 
click ‘Text’. (If you do not know this phone number, please see instructions at the top of page 
1) 

 

6. Enter the 6 digit code you received via Text (see screenshot below) and click ‘Next’ 

 

 



 

7. Enter and Confirm a new password and click ‘Finish’ button: 
a. At least 10 Characters in Length 
b. Must have at least 1 Number, 1 Capital Letter, 1 Special Character (!, ?, *, &, etc.) 

 

8. Click the ‘click here’ link to sign in to your account with your new password. 

 

 

 

As always, please reach out to the JSCO IT Department at support@jsco.net if you have any questions. 
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