
Self Service Authentication For Office 
 

When you first log on to your office account you will need to put in details for Self Service in case you forget your password to log on.   

This can be done either via mobile or email depending on what you select during setup. 

o Open up a web browser. 
 

o Goto http://www.office.com 
 

o Click on Sign In and put in the email address you have been given.  
 

 

o Put in the Password you have been given on the next page 

 

o The Self Service Screen appears, click next. 

 

o You will need to pick either one or both of the options for recovery,  
mobile or email address it’s up to you. 

o Click on “Set it up now” at the side of your choice 

 

MOBILE PHONE OPTION 
 

o Click on the dropdown at the side of “Select your country or region” 
and pick “United Kingdom +44” from the list, then enter your mobile 
number in the box and click on text me. 
 

o You will receive a code on your mobile, enter this code into the box. 
This will then take you back to the options where you can either 
complete the email verification or click on “finish” 
 

 

EMAIL OPTION 
 

o Enter a personal email address and not your St.Helens email address 
into the box provided and click on “email me”.  This will send an email 
to that address with a verification code contained within it.   

o Enter the provided verification code into the box and click on “verify”.  
This will then take you back to the options where you can either 
complete the mobile verification or click on “finish” 

  
If you ever forget the password to your office account you can use the forgot password button at logon to get back into your 
account. 

http://www.office.com/


 


