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Update your email password

- Sussex County Community College uses Microsoft365 and Microsoft Outlook for email
communications. You can update your password yourself in the event you wish to
change it. Please note this is different than the process for resetting your password in
the event that you've forgotten it, which another document is available for.

1. Inyour web browser, sign into your SCCC email by going to https://outlook.office.com

a. You will be brought to a Microsoft sign in page.

1. Enter your SCCC email address in the prompt

BY Microsoft

Sign in
Email, phone, or Skype
No account? Create one!

Can't access your account?

Q Sign-in options

2. You will be brought to the Enter Password prompt
a. Enter your existing password
i. You may be prompted to authenticate using Multi Factor Authentication
(i.e. Authenticator app or SMS two factor code)
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3. Once you are logged into your email, click on your profile photo next to the settings icon
to open your account information

S0
@ 2 0O
Sussex County Community College Sign out

Your name
@sussex.edu
View account

Open another mailbox

+
b. -
i. Click on “View account”

@) Sign in with a different account

4. You will be brought to the account homepage inside of Microsoft365
a. On the left-hand side bar, underneath “My Account”, click “Change Password”

I A Home
& My Account
Security Info
Devices
Change Password
Organizations

Settings & Privacy

Recent Activity

® My Apps
3 My Groups v
& My Access v

i. After clicking “Change Password”, you will be asked to authenticate with
multi factor authentication again
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5. After authenticating, you will be brought back to a page where you can enter a new
password

Change your password X

User ID
jdoe@sussex.edu

New password

Confirm new password

Cancel




