
Account Password Reset User Guide



Step 1: Password Reset Email
You will receive an email from ACORD containing your User Principal 
Name (UPN) and password reset instructions. 

1. Locate and copy the UPN shown in the password reset email.

2. Using the link provided, navigate to ACORD’s Microsoft 
Password Reset Portal.

ACORD is updating its website sign-in process on August 22, 2026. 
Users of acord.org and other ACORD websites will need to reset 
their passwords after this update.

This guide explains how to reset your ACORD account password 
using the User Principal Name (UPN) provided in your password 
reset email.

https://passwordreset.microsoftonline.com/
https://passwordreset.microsoftonline.com/


Step 2: Enter Your UPN
1.	Enter the UPN that you copied in Step 1 into the field labeled 

“Email or Username.”

2.	Complete the CAPTCHA challenge.

3.	Click NEXT.

Important:  

•	 Make sure to use the exact UPN noted in the password reset email. 
Do not enter your regular email address. 

•	 Need help identifying your User Principal Name (UPN)? 
Please contact ACORD Member Services for assistance at 
memberservices@acord.org.

mailto:mailto:memberservices%40acord.org?subject=


Step 3: Request a Verification Code

1. Select “Email my alternate email.” 

2. Click the EMAIL button.

3. A verification code will be sent to your registered alternate 
email address.



Step 4: Enter the Verification Code

1. Open the email containing the verification code.

2. Enter the code on the verification screen.

3. Click NEXT.



Step 5: Create a New Password

1. Enter a new password.

2. Re-enter the password (as indicated).

3. Click FINISH. 

Note: Use a strong password that includes uppercase letters, lowercase 
letters, numbers, and special characters. 



Step 6: Password Reset Complete

A confirmation message will indicate that the password reset was 
successful. You can now sign in using your new password.

If you have any questions or encounter any difficulties logging in, please 
contact ACORD Member Services at memberservices@acord.org.

mailto:mailto:memberservices%40acord.org?subject=

