
 

 

 

 

Microso� account claim instruc�ons 
 
Link to M365 account claim:  
 
(right click on this link below and select Copy link, open a web browser and select Paste) 
Greensboro Microso� account claim 
 

 

1. Enter your Greensboro email address firstname.lastname.greensboro.edu and click Next 

 

 

 

  

https://aka.ms/ssprsetup


2.  Enter your password. Ini�al password should follow a "(UPPERCASE first ini�al)(lowercase last 
ini�al)(First 7 of GCID)!“ conven�on. User Jane Doe’s password would be “Jd1234567!”. When 
done, click “Sign in”. If your GC ID is less than 7 characters, pad 0s in front to make 7; ex. Jd0012345!  

** Remember the “!” at the end of the ini�al password 
 
** Please note – Your GC id can be found by logging into the Empower Pride Page and click on “What’s my ID?” , 
see below: 
 

 
 

 
 

 

 
3. On this screen, you will be prompted to update your password. Password requirements are: At 

least 8 characters, 1 capital leter, 1 symbol. When done, click “Sign in” to con�nue.  
 

 



 

 
 
 
 
 
 
 
 

4. The next screen will begin the Mul�-Factor Authen�ca�on registra�on.  Click “Next” to 
con�nue. 

 
  
 

 

 

 

 

 

 

 

 

 

 



 

 

5. Click on “I want to set up a different method” and then click on Next 
 

 
 

 

 

 

 

 

 

 
 
 

 
6.  Select “Phone” to receive a text message to your mobile phone.  If you do NOT have a 

phone, select “Email” (you will be prompted to enter your personal email address or 
another non-greensboro.edu email account.) 
 

 
 
 



 
 

7.  Select Phone and click “Confirm” 

 
 

8. Enter your phone number and click Next 
 
 
 



 
 

9. You should receive a text message on the phone number you have provided.  Please 
enter the code that was sent to that phone and click Next. 

 
 
 

 
 
 
 

 
 

 
  
 
 

10. You should receive this screen above once you enter the correct code that was sent to 
your phone.  Click Next 

 



 
 

 

 
 
 
 

11. Click “Done” 
 
 
You have the op�on of using the Microsof Apps in the cloud  
htps://portal.office.com  
OR 
If you choose to download them to your laptop/desktop, you may follow these 
steps below. 
 
 
 

 
 

12. Click “Overview” 
 
 

https://portal.office.com/


 
 

13. Click on Office apps 
 
 
 
 



 
 
 
 

14. Click on Install Office 
 
 
 
Learn More about Office 365  

Click the following links for Microso� Quick Links and Office 365 Training Guide to find valuable 
informa�on here.  These links contain short training videos as well as How To Guides on each of the 
products found on the Office 365 portal.    

 

https://support.microsoft.com/en-us/office/microsoft-365-quick-starts-25f909da-3e76-443d-94f4-6cdf7dedc51e
https://support.microsoft.com/en-us/office/microsoft-365-quick-starts-25f909da-3e76-443d-94f4-6cdf7dedc51e
https://support.microsoft.com/en-us/training
https://support.microsoft.com/en-us/training
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