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Set up Self-Service Password Reset (SSPR) and Multifactor
Authentication for Office 365 & Remote Desktop Services (RDS)

Please complete these steps when at home.

1. Download the Microsoft Authenticator App form the Google Play or Apple store to
your mobile device.

2. On the device you are reading this guide (not the mobile phone you have installed the
app to) click on the following link https://mysignins.microsoft.com

3. If prompted select school account and sign in with your SRPA email address
isurname@srpa.co.uk

4. Click the ‘Security Info’ tab, click ‘Add sign-in method’ selecting ‘Authenticator app’ as
shown below.

Add a method

Please turn over.


https://mysignins.microsoft.com/
mailto:isurname@srpa.co.uk
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5. You will arrive at the ‘Set up your account’ page.

Microsoft Authenticator >

Set up your account

if prompted, allow notifications. Then add an account, and select "Work or school".

oo | I

6. Select ‘Next’ on the above and follow the steps to set your Microsoft Authenticator
account.

7. You will be presented with a QR code.

Microsoft Authenticator X

Scan the QR code

Use the Microsoft Authenticator app to scan the QR code. This will connect the Microsoft Authenticator
app with your account.

After you scan the QR code, choose "Next".

’ Can't scan image?
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8. On your Mobile device open the Microsoft Authenticator App

9. Select the menu dots and select add account

10. Select ‘Work or school account’

v EE 4G 09:40 o a5% e |

< Add account

WHAT KIND OF ACCOUNT ARE YOU ADDING?

Personal account

Work or school account

R Other (Geogle, Facebook, etc.)

11. Scan the QR Code on screen

09:46 8 43% @

Scan QR code

Your account provider will display a QR code

Or enter code manually

12. Click ‘Next’ on the web page
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13. Wait for the approve message on your mobile device and click the ‘Approve’ button

= Authenticator +

N-central -
dkeal@srpa.co.uk

m srpa.co.uk

Approve sign-in?
Srpa.couk
dheal@srpa co vk

Deny Approve

A 2

Mmoo st Passwards

14. Select ‘Next’ and on the next screen add your mobile number and click ‘Next’.

Microsoft Authenticator

MNotification approved

v/

o | N

W+CERTIFIED
Graded GOOD %

“This is a calm, happy and caring schoo

Eco-Schools

20212022

|u

Headmaster: Mr D. J. Hardy BA (Hons) PGCE
Moor Lane, North Hykeham, Lincoln. LN6 9AF
(01522 882020

[<] enquiries@srpa.co.uk (P www.srpa.co.uk
Company Registration No: 07690250


mailto:enquiries@srpa.co.uk
http://www.srpa.co.uk/

A Sir Robert Pattinson
L,y Academy

Sapientia et Doctrina

15. You will need to add a second sign-in method and choose ‘Phone’ as shown below;

Add a method

Which method would you like to add

Phone

16. Add your mobile phone number

Phone e

‘You can prove who you are by answering a call on your phone or
texting a code to your phone.

What phone number would you like to use?

‘ United Kingdom (+44) h DGD‘DD'DDGGD(ﬂ

@ Text me a code

O Call me

Message and data rates may apply. Choosing Next means that you
agree to the Terms of service and Privacy and cookies statement.

:
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17. Add the 6-digit code you receive into the box as shown below;

Phone pe

We just sent a 6 digit code to +44 07706326575, Enter the code
below.

159524

Resend code

oo | I

18. Click ‘Done’ to verify successful registration.

Phone bt

° 5MS verified. Your phone was registered successfully.

19. Check the default sign-in method to the Microsoft Authenticator as shown below;

Security info

These are the methods you use to sign into your account or reset your password.

Default sign-in method: Microsoft Authenticator - notification Change

20. Success, you are now set up.
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Rob ert Pattinson Academy, Desktop Remote AccePspdasgin

1.  Open your web browser (i.e. Chrome)

2. Typeinthe address h ttp s://rd sacc es s. srp a. co.u k/RDW e b

(There are links to this page located on the home page of the
VLE or the school website in case you forget the address.)

3.  Login using your school username and password and click sign

&' Work Resources

Ramcenia i Desosp Conracton



https://rdsaccess.srpa.co.uk/RDWeb
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4.  Click the application you want to open.

(To log on to the school network click the ‘Staff & Student Desk
top)

@ simwen dcces o+

w‘ Work Resources

Romcemdp i Deserp Convacion

4

5. You will be promoted to download and save a remote desktop con-
nection'. Click save and open it by clicking it (as shown red circled be-
low).

© simme e x + - o x
€ 9 C B romccemarpacodR/ O Pagesen S Dol e PO
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(You can save this to a convenient location and use this for the
next time you want to log on).

6. You will be prompted to connect and trust the ‘publisher of this
remote connection’.

(if you tick don’t ask me again for remote connections from this

publisher, you will not need to do this on the computer you are
using)

%2 Remote Desktop Connection X

(.t] Do you trust the publisher of this remote connection?

This remote connection could ham your local ar remate computer. Make sure that you trust the publisher
before you connect.

! | Publisher: ".ama.co.uk
! Type: Remote Desktop Connection

Remote computer: rds-broker smpa.co.uk

Gateway server; rdsaccess srpa.co.uk

] Dont ask me again for remote connections from this publisher

= Show Details Connect
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7.  You will be prompted to log on again through the RDS-Broker.
Click on 'More choices', then 'Use a different account'.

Enter the school network name rps\ followed by your username
and password, as shown below.

Windows Security *

Enter your credentials

These credentials will be used to connect to RD-
Broker.rps.local.

rpsi15ab1

Ll 212l ‘o

Domain: rps

|:| Remember me

More choices

@ rpsi13ew?

@ Use a different account

QK Cancel

(if you click remember my credentials you will not be asked to log on
to the RDS-Broker again)
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8.  Click OK on the next prompt

9.  Approve access through the ‘Authenticator App’ to logon.

B} Remote Desktop Connection >
| Connecting to:
i rds-broker smpa.co.uk
] Cancel
Estimating connection quality ...

= Authenticator }

Q=
R,

@ srpa.co.uk

m Approve sign-in?
SPA.CONK
e

Approve
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If you experience any problems or have any queries
please email itsupport@srpa.co.uk. Please supply
screenshots and a description of the problem
whenever possible.
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