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Portal Registration - Step by Step Instructions 
 

1. Click on the "Sign Up" button 
 

 

2. Enter your name, email address, Captcha and click Submit 
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3. Click Send code to send a one time code to your email 
 

 
 

4. Enter the code that was sent to your email  
 

 
 

5. On the permissions requested by screen, click Accept 
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6. On the more information required screen, click Next 
 

 
 

7. Microsoft Authenticator, click on “I want to use a different authenticator app” and 
select Phone – to receive a code or call. If you want to use the Microsoft Authenticator 
app instead of your phone, click Next 
 

  
 

 
 

8. If you elected to use the Microsoft Authenticator app, follow the instructions in the 
Authenticator app 
 

  



 

Confidential - Low 

9. Otherwise, enter the phone number and click next 
 

 
 

 

10. Enter 6-digit code and click next 
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11. Verification is now complete, click Next and then click Done 
 

 
 

 
 

12. On the pick an account screen, select your account to log in 
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