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SELF-SERVE PASSWORD RESET (SSPR) 
The LCBO is modernizing its technology and investing in cybersecurity to protect the 
LCBO and our valued wholesale customers. 

As a result, we are phasing out our existing ServiceNow password reset tool and 
transitioning to the Microsoft Self-Serve Password Reset (SSPR) and account unlock 
tool. Microsoft’s tool is easy to use and provides additional security features to protect 
your account. 

THIS GUIDE WILL HELP YOU: 

• Set up multi-factor authentication to confirm your identity 
• Navigate the new password reset tool 
• Reset your password 
• Unlock your account 
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SETTING UP CALL/TEXT CODE 
AUTHENTICATION METHOD 
You will need your mobile device and your desktop / laptop to perform these steps 

1. Visit https://myaccount.microsoft.com/ or click here and login with your 
@LCBO.com account.  

1a.  Select ‘Next’   

2a.  Select  ‘I want to set up a different  method’   
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2b. Select Phone, the third option of the ‘Choose a different method’ options. 

2c. Type in your phone number in the field provided. 

OPTION A: Text method 
To receive a code via text, select 
‘Receive a code’, and click the 
‘Next’ button 
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OR  

OPTION B: Call method 
To receive a call to confirm your 
identity, select ‘Call me’, and 
click the ‘Next’ button 

2d.i. If you chose OPTION A, the 
‘receive a code’ option, a one-time 
passcode will be sent to your mobile 
device via SMS 
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Enter the code you received in the 
field provided and select ‘Next’ 

In this guide, the number being 
displayed is 904986. Your code 
number will be different. 

You have successfully registered 
your mobile number to receive 
notifications for authentication. 

2d.ii. If you chose OPTION B, the ‘Call 
me’ option, you will receive a call on 
your mobile device from Microsoft and 
follow the prompts. 

You have successfully registered your 
mobile number to receive notifications 
for authentication. 

NOTE: You only need to set up this authentication method once 
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HOW TO USE THE SSPR TOOL TO 
RESET YOUR PASSWORD OR UNLOCK 
YOUR ACCOUNT 
You will need your mobile device and your desktop / laptop to perform these steps 

1. Click  here  to access the Self-Serve Password Reset tool page. 
You may also type this address into your browser to access the password reset 
page: https://passwordreset.microsoftonline.com/ 

2a. Enter your @LCBO.com email 

2b. Enter the CAPTCHA characters into the field and click Next. 
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3a. Click ‘I forgot my password.’ Click Next. 

3. You can choose between receiving a code via text or receive a call from Microsoft to 
authenticate your identity with your authentication registered mobile device 

Option A: Receive a 
code via SMS from 
Microsoft 

OR 
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Option B: Receive 
a call from Microsoft 
and authenticate by 
following the 
prompts 

4. OPTION A. If you chose the ‘Text my mobile phone’ option, a one-time passcode will 
be sent to your authentication registered mobile device via SMS 
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Enter the code you 
received in the 
field provided and 
select ‘Next’ 

In this guide, the  
number being
displayed is
139036.   Your  
code number will  
be different.   

4  OPTION B. If you chose the ‘Call my mobile phone’ option, enter your authenticator 
registered mobile number and select ‘Call’. 

You will receive a 
call from Microsoft 
and follow the 
prompts 
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5a. Enter your new password in the 
field. 

5b. Re-enter your new password int 
the “Confirm new password” field. 

5c. Click Finish 

You may now get into your account. 
You have successfully reset your 
password! 
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HOW TO UNLOCK YOUR ACCOUNT 
1a. On your desktop / computer, click this link to access the Self-Serve Password  
Reset tool page.  
You may also type this address into your browser to access the password reset page:  
https://passwordreset.microsoftonline.com/ 

1b.  Enter your  @LCBO.com 
e-mail address 

1c. Entre the CAPTCHA 
characters into the field and 
click ‘Next’. 

1. To unlock your account, select ‘I know my password, but still can’t sign in’ and
click ‘Next’.
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2. Select the method you want to use to authenticate your identity 

Method 1 

Receive a code via 
SMS 

OR  

Method 2 

Receive a call from 
Microsoft and 
authenticate by 
following the prompts 

3. After completing the authentication, a confirmation will appear on your 
computer screen that your account has been unlocked. 
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GLOSSARY OF TERMS, 
ABBREVIATIONS, AND ACRONYMS 
SSPR: Self-Serve Password Reset  

Microsoft Authenticator App: A  standalone mobile application available on  
iPhone and Android  devices 

UI (User Interface): The means by which the user and a computer  
system interact, in particular  the use of  input  
devices and software  

WHERE TO GET HELP: 

If you still need help: send an email to LCBO IT Service Desk ITSrvDsk@lcbo.com 

Page 12 of 15 

mailto:ITSrvDsk@lcbo.com

	Setting up Authentication options and using Self-Serve Password Reset (SSPR) for WHOLESALE users
	SELF-SERVE PASSWORD RESET (SSPR)
	THIS GUIDE WILL HELP YOU
	Table of Contents
	SETTING UP CALL/TEXT CODE AUTHENTICATION METHOD
	You will need your mobile device and your desktop / laptop to perform these steps
	NOTE: You only need to set up this authentication method once

	HOW TO USE THE SSPR TOOL TO RESET YOUR PASSWORD OR UNLOCK YOUR ACCOUNT
	You will need your mobile device and your desktop / laptop to perform these steps

	HOW TO UNLOCK YOUR ACCOUNT
	GLOSSARY OF TERMS, ABBREVIATIONS, AND ACRONYMS




Accessibility Report





		Filename: 

		Authentication & SSPR_Wholesale Users.pdf









		Report created by: 

		



		Organization: 

		







[Enter personal and organization information through the Preferences > Identity dialog.]



Summary



The checker found problems which may prevent the document from being fully accessible.





		Needs manual check: 2



		Passed manually: 0



		Failed manually: 0



		Skipped: 0



		Passed: 27



		Failed: 3







Detailed Report





		Document





		Rule Name		Status		Description



		Accessibility permission flag		Passed		Accessibility permission flag must be set



		Image-only PDF		Passed		Document is not image-only PDF



		Tagged PDF		Passed		Document is tagged PDF



		Logical Reading Order		Needs manual check		Document structure provides a logical reading order



		Primary language		Passed		Text language is specified



		Title		Passed		Document title is showing in title bar



		Bookmarks		Passed		Bookmarks are present in large documents



		Color contrast		Needs manual check		Document has appropriate color contrast



		Page Content





		Rule Name		Status		Description



		Tagged content		Passed		All page content is tagged



		Tagged annotations		Passed		All annotations are tagged



		Tab order		Passed		Tab order is consistent with structure order



		Character encoding		Passed		Reliable character encoding is provided



		Tagged multimedia		Passed		All multimedia objects are tagged



		Screen flicker		Passed		Page will not cause screen flicker



		Scripts		Passed		No inaccessible scripts



		Timed responses		Passed		Page does not require timed responses



		Navigation links		Passed		Navigation links are not repetitive



		Forms





		Rule Name		Status		Description



		Tagged form fields		Passed		All form fields are tagged



		Field descriptions		Passed		All form fields have description



		Alternate Text





		Rule Name		Status		Description



		Figures alternate text		Failed		Figures require alternate text



		Nested alternate text		Passed		Alternate text that will never be read



		Associated with content		Passed		Alternate text must be associated with some content



		Hides annotation		Passed		Alternate text should not hide annotation



		Other elements alternate text		Failed		Other elements that require alternate text



		Tables





		Rule Name		Status		Description



		Rows		Passed		TR must be a child of Table, THead, TBody, or TFoot



		TH and TD		Passed		TH and TD must be children of TR



		Headers		Passed		Tables should have headers



		Regularity		Passed		Tables must contain the same number of columns in each row and rows in each column



		Summary		Passed		Tables must have a summary



		Lists





		Rule Name		Status		Description



		List items		Passed		LI must be a child of L



		Lbl and LBody		Passed		Lbl and LBody must be children of LI



		Headings





		Rule Name		Status		Description



		Appropriate nesting		Failed		Appropriate nesting










Back to Top



