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Pre-requisites
Step 1.1: .
1. Register MFA with Microsoft Authenticator as primary 

authentication.

2. Register MFA with SMS as secondary authentication.
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Reset Password / Unlock Account via 
Microsoft Authenticator

(under normal cases)

3



Step 2.1: Login to Self Service Password Reset 
(SSPR) web portal
1. Go to https://aka.ms/sspr or  

https://passwordreset.microsoftonline.com/

2. Enter your WKCDA email address.
3. Enter the characters as displayed into the 

textbox.
4. Click Next to continue.
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Reset Password and Unlock Account via Microsoft Authenticator

https://aka.ms/sspr
https://passwordreset.microsoftonline.com/


Reset Password via Microsoft Authenticator
Step 2.2.1: Reset password.
1. Select I forgot my password. 

Note: This will allow you to reset the password.

2. Click Next to continue

5

1

2



Unlock Account via Microsoft Authenticator
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Step 2.2.2: Unlock Account.
1. Select I know my password, but 

still can’t sign in. 
Note: This will unlock the account and will not 
reset the password.

2. Click Next to continue



Step 2.3: Verify Authenticator App
1. Open Microsoft 

Authenticator app.
2. Select Enter a code from my 

authenticator app.
3. From the app, select West 

Kowloon Cultural District 
Authority.

4. An One-time password code 
will be generated

5. Enter the six-digit code as 
displayed. Once completed 
click Next.
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Reset Password and Unlock Account via Microsoft Authenticator



Reset Password and Unlock Account via Microsoft Authenticator
Step 2.4: Verify Mobile Number
1. Select Text my mobile phone
2. Enter the registered mobile 

number.
3. Click Text
4. A six-digit code will be sent 

via SMS.
5. Enter the six-digit code.
6. Click Next to continue
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Step 2.5.1: Enter New Password
1. Enter the new password. Repeat 

the password to confirm.
2. Click Finish
3. You should receive the message 

if successful
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Note:
Meeting the Password requirements of the Authority

Reset Password and Unlock Account via Microsoft Authenticator



Reset Password / Unlock Account via SMS 

(under the situation of no Internet connection
on the Mobile Phone)
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Reset Password and Unlock Account via SMS
Step 3.1: Login to Self Service Password Reset 
(SSPR) web portal
1. Go to https://aka.ms/sspr or 

https://passwordreset.microsoftonline.com/

2. Enter WKCDA’s email address.
3. Enter the characters as displayed into the 

textbox.
4. Click Next to continue.
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https://passwordreset.microsoftonline.com/


Reset Password via SMS
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Step 3.2.1: Reset password.
1. Select I forgot my password. 

Note: This will allow you to reset the password.

2. Click Next to continue



Unlock Account via SMS
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Step 3.2.2: Unlock Account.
1. Select I know my password, but 

still can’t sign in. 
Note: This will unlock the account and will not 
reset the password.

2. Click Next to continue



Reset Password and Unlock Account via SMS
Step 3.3: Verify Mobile Number

1. Select Text my mobile phone
2. Enter the registered mobile 

number.
3. Click Text
4. A six-digit code will be sent 

via SMS.
5. Enter the six-digit code.
6. Click Next to continue
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Reset Password and Unlock Account via SMS
Step 3.4: Verify Authenticator App

1. Open Microsoft 
Authenticator app.

2. Select Enter a code from my 
authenticator app.

3. From the app, select West 
Kowloon Cultural District 
Authority.

4. A One-time password code 
will be generated

5. Enter the six-digit code as 
displayed. Once completed 
click Next.
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Reset Password and Unlock Account via SMS
Step 3.5.1: Enter New Password
1. Enter the new password. Repeat 

the password to confirm.
2. Click Finish
3. You should receive the message 

if successful
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Note:
Meeting the Password requirements of the Authority



End
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