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Microsoft's Self Service Password Reset (SSPR) is a secure and convenient way for you to
manage your main Waka Kotahi account password without needing to ask the Service Desk for
help.

All you need to access this tool is a web browser and an internet connection; you don’t need to be
connected to the VPN. With SSPR, you can reset your password on any device, anywhere, any
time.

All new users will be asked to register at least two authentication methods when they first setup
Multi-Factor Authentication, after which you will be able to do the following:

Reset your password (if you know your current password)

Reset your password (if you've forgotten your password)

Unlock your account (if you've had too many failed login attempts)

Reset your password on the lock screen (if you’ve forgotten your password)

Unlock your account on the lock screen (if you've had too many failed login attempts).

Important — Please save and close any Office 365 files/applications you are using before resetting
your password, this will help avoid repeated sign-ins afterwards

1. Press CTRL-ALT-DELETE and click Change a password
Lock

Switch user

Sign out

2. Type your old password and new password, then press enter
Change a password
WAN\username
0ld password

New password

Sign in to: WAN
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3. You will see a message confirming your password has been changed

Change a password

Your password has been changed

Important — Please save and close any Office 365 files/applications you are using before
resetting your password, this will help avoid repeated sign-ins afterwards

4. Visit https://office.com (you can do this on your Waka Kotahi device or any other device)

5. Click on the Settings cog in the top-right of the window

“

Office 365  Busrass Apps
C‘ Power Apps 2/ Power Automate Porwer & m PowerPors
7 B wobie s a0 a54 wh T e win ke et o yond mn i Croste actinabin dyrams sl #xd Crwanirs rifeisnal g ot st
i Project ‘ ShasePoint ’ Stream (Bl S~
Ovvslo project plans, susign i, Shave and ma o eomtent, Snomied Searerniives of diosums, suetings, 3 PR T —

*  Teams v To Do w Visio u Whaeboard
Nt Custemmegabi. hat buased tasm Krep 1ach of pine ks i o place Sampbly arnd { mengrra ale (mgies Seate and colaters e o o Serkm

6. Select Change your password

B )

Settings A
Themes

L]

Language and time zone

Change your language -

Dark Mode L ]

Password

ICh.r‘gf: your password — I
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https://office.com/

7. Enter your old password and your new password, then click Submit
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8. Message confirming your password has been reset.

Z @ passwordresetmicrosoftonline.com

TRANSPORT
AGENCY

WAKA KOTTAMI

Get back into your account
& Your password has been reset
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RESET YOUR PASSWORD (IF YOU’VE

FORGOTTEN YOUR PASSWORD)

Important — If you do not know your password and you need to reset it while you are working from
home, you won’t be able to log into your corporate device until you connect to the network in a
Waka Kotahi office. This is because your Waka Kotahi device cannot sync with the network. Until
you connect to an office network, you can continue working from home using an alternative device.
Similarly, you can log into SAP using your new password once you're connected to the network in

Waka Kotahi office.

1. Visit the Microsoft password reset website (if you can’t log into your corporate device, you
can use any other device to do this): https://passwordreset.microsoftonline.com

2. Inthe User ID box, enter your Waka Kotahi email address

Microsoft

(et back into your account

Who are you?

[+]

\C)

3. Inthe second box, enter the characters you see in the image

e Ifit’s unclear, click on the refresh button to the right of the image

4. Click Next

5. Confirm that | forgot my password’ is selected

Get back into your account

Why are you having trouble signing in?

6. Click Next
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7. You now need to verify who you are. Choose your preferred option on the left, this will
then give you a box on the right to confirm your details using your chosen option (in this
example you’d receive a notification on your mobile Authenticator app)

TRANSPORT
AGENCY
Get back into your account

verification step 1 » werificat Lo S & new password

Seral Mistifbeatiosn

8. Once you have verified yourself, click Next

9. You now need to complete a second verification, using a different option

TRANSPORT
QGENCY
et Dack Into | It

1 » wverification step 2

10. Once you have verified yourself, click Next

11. Now that you have verified your identity, you can change your password, just type your
new password into the two boxes. Once you've entered your password twice, click Finish
to complete your password reset

i passwordresebmicrosoftonline com

TRANSPORT
AGENCY

WA KCITAHT

Get back into your account

verification step 17 = venification step 2 7 = choose a new password
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12. Message confirming your password has been reset

i) @ passwordresetmicrosoftonline.com

TRANSPORT
AGENCY

WAKA KOTTAHI

Get back into your account
€ Your password has been reset
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UNLOCK YOUR ACCOUNT (IF YOU’VE HAD TOO
MANY FAILED LOGIN ATTEMPTS)

1. Visit the Microsoft password reset website (if you can’t log into your corporate device,
you can use any other device to do this): https://passwordreset.microsoftonline.com

2. Inthe User ID box, enter your Waka Kotahi email address

Microsoft

Who are you?

Get back into your account

3. Inthe second box, enter the characters you see in the image

e Ifit’s unclear, click on the refresh button to the right of the image

4. Click Next

5. Confirm that ‘I know my password but still can’t sign in’ is selected

AGENCY

WANA WA

q "/ TRANSPORT

Get bac&into your account

'\.""r'T_-' are you having trouble signing in .

| Sorgot my ¢ SWorg
T — 5

TR VR PURESENSY BAC T ORT TRRAT T b o1 w19 B INCOHTRCT PASWoed 100 sy Tame

6. Click Next
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https://passwordreset.microsoftonline.com/

7. You now need to verify who you are. Choose your preferred option on the left, this will
then give you a box on the right to confirm your details using your chosen option (in this
example you’d receive a notification on your mobile Authenticator app)

TRANSPORT
AGENCY

WG T A

Get back into your account

® Approwe a ngtdication on my

authenticator app

verification step 1 = verification step ho0se 3 new pi

8. Once you have verified yourself, click Next

9. You now need to complete a second verification, using a different option

passwod dresetmicrosofonhine oom

TRANSPORT
AGENCY

UAANA WTYTA M

Get back into your account

* Text my motele phone

wverification step 2 > choose a new password

10. Once you have verified yourself, click Next
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11. Your account has now been successfully unlocked

C # passwordreset.microsoftonline.com

TRANSPORT
AGENCY

WAKA KOTAHI

Get back into your account
@ Your account has been unlocked
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Important — If you do not know your password and you need to reset it while you are working from
home, you won’t be able to log into your corporate device until you connect to the network in a
Waka Kotahi office. This is because your Waka Kotahi device cannot sync with the network. Until
you connect to an office network, you can continue working from home using an alternative device.
Similarly, you can log into SAP using your new password once you're connected to the network in
Waka Kotahi office.

The latest version of Windows 10 includes a password reset option on your Waka Kotahi laptop’s
lock screen.

Please note - If your laptop doesn’t have this option, please follow the steps in the second section
on any other device.

1. Toreset your password on this screen, click on Reset password

2. Inthe User ID box, enter your Waka Kotahi email address

NZ TRANSPORT
AGENCY

b\NAKA KOTAHI

Get back into your account

Who are you?

To recover your account, begin by entering your user 1D and the characters in the picture or audio below

User ID:

vanessa.calalang@nzta.govt.nz

(-;‘I-ll--al

3. Click Next
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4. Confirm that ‘I forgot my password’ is selected

NZ TRANSPORT
AGENCY

E\NAKA KOTAHI

Get back into your account
Why are you having trouble signing in?

@) forgot my password

I know my password, but still can't sign in

m Gancel

Mo worries, we'll help you to reset your password using the security info you registered with us.

5. Click Next

6. You now need to verify who you are. Choose your preferred option on the left, this will
then give you a box on the right to confirm your details using your chosen option (in this
example you’d receive a notification on your mobile Authenticator app)

/%\ ' TRANSPORT
“~\= AGENCY

Get back into your account

verification step 1 > verification step 2 » choose a new password

* Approve a natification n my
authentcatorn app

nter & code from my

authenticator app

7. Once you have verified yourself, click Next

8. You now need to complete a second verification, using a different option

/% '/ TRANSPORT

Get back into your account

werification steg 1+ > verification step 2 > choose a new passw

® Text my mobile phone
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9. Once you have verified yourself, click Next

10. Now that you have verified your identity, you can change your password, just type your
new password into the two boxes

A\ FRANSPORT
AGENCY

Get back into your account

verification step 1+ = verification step 2 ' » choose a new password

m :.II.-‘:

11. Once you've entered your password twice, click Finish to complete your password reset

O\ Eretees A

AGENCY

Get back into your account

Your password has been reset
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The latest version of Windows 10 includes a password reset option on your Waka Kotahi laptop’s

lock screen.

Please note - If your laptop doesn’t have this option, please follow the steps in the third section on

any other device.

1. To reset your password on this screen, click on Reset password

2. Inthe User ID box, enter your Waka Kotahi email address

NZ TRANSPORT
AGENCY

b\NAKA KOTAHI

Get back into your account

Who are you?

User ID:

vanessa.calalang@nzta.govt.nz

Next Cancel

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

relow.

3. Click Next
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4. Confirm that ‘I know my password, but still can’t sign in’ is selected

\ WAKA KOTAHI
@\b AceNeY o

Get ba«‘{iﬁé into your account

5. Click Next

6. You now need to verify who you are. Choose your preferred option on the left, this will
then give you a box on the right to confirm your details using your chosen option (in this
example you’d receive a notification on your mobile Authenticator app)

/\” TRANSPORT
\\7 AGENCY

Get back into your account

verification step 1 > verilication step 2 > choose a new password

Fext my mpbile phone m

Call my mobile phone

* Approve a notification on my
suthenticator spp

Eniber a code from my

authenticalorn app

7. Once you have verified yourself, click Next

8. You now need to complete a second verification, using a different option

"TRANSPORT
b

AGENCY

Get back into your account

wiErihication step 1 & > verification step 2 » choose a new password

% Text my mobie phone A SEREr 1A PrABRST il SCEHLRT w R i 18 oF

Call my module phone
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9. Once you have verified yourself, click Next

10. Now that you have verified your identity, you can change your password, just type your
new password into the two boxes

AGENCY

WA A KCTTART

q N/TRANSPORT

Get back into your account

verification step 1+ = werification step 2 v > choose a new password

¢
m e

11. Once you've entered your password twice, click Finish to complete your password reset.

quAKA KOTAHI
NZ TRANSPORT

AGENCY

Get back into your account

Your account has been unlocked.
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