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Creating a User ID for Department of State Web Applications

Each user will have a single userID and password that is managed through Microsoft’s
Live-ID service. Access to individual applications will be granted or denied based on a
process that will activate that userID as authorized for the particular application or
function. While the final solution may provide for other login providers, the Department
will initially be using the Windows Live ID for this purpose.

If you already have a Live-ID that you can use for this business purpose, there is no
need to get another one.

Creating a Windows Live ID

The Windows Live ID for this purpose may be associated with your official business
email address. If available, an individual business email address, instead of a generic
address is preferred. For example: jane@somecountysoe.org instead of
supervisor@somecountysoe.org . Alternatively you may use a unique ID generated by
Live-ID such as yourname@passport.com which will only be used as a Live-ID login, not

an email address.
During this process you will:

e Associate your email address with Windows Live ID at http://passport.net/, or

request a passport login,
e Assign a password to that Live ID (independent of the email password)

Step by Step procedure
This procedure will walk you through the process of creating your Windows Live

ID. Be sure to provide your designated contact at the Department of State with
the email address that you should receive the Registration Invitation at.

1. Go to http://passport.net/
2. Locate where it says:
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Use an email address you already have
You can use any existing email address from any email provider when yvou create vour credentials
for Windows Live ID. Then you can use those credentials to sign in to any Windows Live ID site.

To access email at www.hotmail.com, you must use an MSMN or Hotmail email address, or an address
aszociated with an MSN Personal Address.

® Getstarted now

3. Click the link “Get Started Now” to enter your business email address; create a good
password; generate your password reset option; and complete the verification.

Create credentials
Enter an e-mail address and password to use for your Windows Live ID. Choose a question and
secret answer to help you reset your password if you forget it

Create your email address and password

Email address: Jm@jimcrozier.com
The address can contain only letters,
numbers, periods (.}, hyphens (-), or
underscores (_).

Passwﬂrd: SEBEBERE BN

Six-character minimum with no spaces
Learn how to create 3 strong, memeorable password.,

Password strength: [ M [Stens ]

Retype pasgwﬂrd: [(IXITIXTITINT]

Create your password reset option
If you forget your password, you can provide the secret answer to reset it. Learn more about resetting your password

Question: Best childhood friend -

Secret answer: Mmaryjane|
Five character minimum; not case
sansitive

Verification

Enter the characters you see
Mew | Audio | Help

WERN twelnth

kingsign twelfth

[Continue] [caneel
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4. Accept the agreement by entering your email address.

Review and sign the Agreements

Your Windows Live |D is governed by all of the following, which are collectively the "agreements™:

® Microsoft terms of use

® Microsoft online privacy statement

To view and print the agreements, click each link and print a copy of each agreement. To accept all
of the agreements, type your email address and click | Accept.

jim@jimcrozier.com jim@jimcruzier.cum|

By typing your email address and clicking | Accept, you are accepting all of the agreements, and
consenting to receive all information from Microsoft electronically. You understand that you are
creating credentials that you can use on other Windows Live ID sites and semwices. If you do not
accept the agreements as wrtten, click the Cancel button to discontinue sign-up.

(acoept] [cancel]

5. If you receive the following message, try later.

We're unable to complete your request
Windows Live ID is experiencing technical difficulties. Please try again later.

6. If you receive any other error message, inform your Department of State
Contact person right away. They will have a member the Department of
State IT Support team call you to determine how to resolve the issue.
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7. If the process has been successful, you will see:

.!_

Return to:
Nindows Live ID
website

Windows Live ID

You've created credentials
You can now sign in using the email address jim@jimcrozier.com. You will soon receive an email

message at that address with instructions for confirming your account.
Sign in with your email address wherever you see 5} Windows Live ID.

To return to the site where you signed up, click Continue.

8. Verify that the email address is working.

) E-Mail Address Confirmation - Mozilla Firefox =] 3]
File Edit ‘Wew History EBookmarks Tools Help

[ [:} Jirn Crozier - Edgy Blues - Twisted Americ... I f;' E-Mail Address Confirmation *x | + ~

2 - Googe )| f

.\(:/.'5 S) | ff passport,net | htkps: /| accountseryvices, passport, netfuiemailverify, stfsec=18lc=1033 sy ¢

EB] Most Yisited ’ Getting Started | 5| Latest Headlines m Customize Links [3 Free Hotmail [} ‘Windows Marketplace [3 ‘Windows Media [3 ‘Windows n Profile

Reti to: - -
W e 1D Confirm your email address
website To confirm your email address, click Continue, and then sign in with the email address below.
Yfou're confirming the following email address:
jim@jimcrozier.com
concel
©2012 Microsoft Privacy | Legal | Trademarks About | Account | Feedback | Help Center

sign in
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9. You should receive a message like the following example — you must
respond to it by clicking on the link provided in the message to verify the
Live ID process.

Hi im@jimcrozier.com,

Greetings from Windows Live.

You've created jim@jimcrozier.com as your Windows Live ID. To use your Windows Live ID, we need to verify that
this is your email address. This helps us prevent automated programs from creating accounts and sending out spam.

Use this link to verify your account:
https://accountservices.msn.com/EmailPage.srf?emailid=3a43d7db205c6d90&ed=CkSS6pB8dEdAQ5VThbn3Bf1YfiIEQ
P4TkDQ7r16CrqvLSE4gmQ%2B8fADHek5IU744KksxxxxxxxxxZbFIV1fITZQatAZY%3D&Ic=1033&urlnum=0

If you didn't use this email address to create a Windows Live ID, use this link to cancel the account:
https://accountservices.msn.com/EmailPage.srf?emailid=3a43d7db205c6d90&ed=CkSS6pB8dEdQ5VThn3Bf1YfiIEQ
P4TkDq7rl6CrgvLSE4amQ%2B8fADHek5IUxxxxxxxxNssZbFOV1fITZQatAZY%3D&Ic=1033&urlnum=1

Thank you,
Windows Live

Microsoft respects your privacy. To learn more, please read our online privacy
statement: http://go.microsoft.com/fwlink/?Linkld=74170

Microsoft Corporation
One Microsoft Way
Redmond, WA 98052

10.Clicking on the verification link should take you to a page like this. Click
Continue.

T .
~ Windows Live ID

Return to:

T Confirm your email address
website To confirm your email address, click Continue, and then sign in with the email address below.

You're confirming the following email address:
jim@jimcrozier.com
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11.Test your new credentials here:

In - Mozilla Firefox [ =] 3
Edit View Hitory Bookmarks Took Help
jim Crozier - Edgy Blues - Tnisted Americ . ] B signtn x| 4+ ~
> I3 o, o 0
S) ‘ % login live.comflogin.srFc: sl 3Fem d90% 26 secretad & | [ sooge

>
(2] Most visted @ Getting Started |5 | Latest Headines [T Customize Links i Free Hotmail

indaws Marketplace indows Media indows [E3 Profile

Sign in ko Windows Live ID website Help Sig nin

Email address: [m@maoseon | Sign in new to view or change your account settings

To sign in to the website where you dlicked the Account Services link, click the Back button in your browser, and then sign in
ot your password? on the previous page.

Signin Related links

® Sign up for an sccount
' Saye my email sddress and password ® Learn more obout privacy and security
Y P ® Get answers from Custormer Support

Password:

' Save my email address
7 Always ask for my email address and passward
Sian in using enhanced security.

& windows Live ID
works with Windows Live, MSH, and Microsoft Passport
sites
Account Services

©2012 Microsoft Privacy | Legal | Trademarks about | ccount | Feedback | Help Center]

March 2013

12.0nce you receive a page such as this, the process is complete. Be sure to

provide the email address that you registered with Live ID to your

Department of State contact person.

SEE

File Edt Wiew History Bookmarks Tools Help

lim Crozier - Edgy Blues - Twisted Americ... If,’ https:)/account.iv. NCD4afcRCmbwgif=20 % | + ~

indows [ Profile

> |.S) |I-,‘ Microsoft Corparation (US) | hittps: fjaccourt live.com|L edprof 2DUISBru=htps % 34%2F % 2Flogin: 2Elive % 2Ecc c

>
(2] Most visited 4 Getting Started = Latest Headines [ Customize Links

£7Windows Live™

Free Hotmai Windows Marketplace indows Media

Sign in

Verify your email address
You've created jim@jimerozier.com as your Windows Live 1D, To use yaur Windows Live ID, we need to verify that this is your email address, To verify, you can check
your email at jim@jimcrozier.com and follow the instructions in the message we sent you,

If you do not have access to this email account, you can change your Windows Live 10 now

Heed another ermzil message to verlfy your Windows Live ID?

Send email

© 2012 Mirosoft Terms  Privacy  sboutour ads  Advertise  Dewelopers Help Center  Feedhack  English
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13.You should also receive an information message such as the following
example. You will probably want to keep this information for future
reference.

Hello jim@jimcrozier.com,

Thank you for signing up for a Windows Live ID.

Use the e-mail address (jim@jimcrozier.com) and password you provided during sign-up to sign in at any site or
service where you see the Windows Live ID logo.

This e-mail message contains important information on how to use your account, including what to do if you forget
your password. Please save or print a copy so you can refer to it later.

TO SIGN IN
Click the sign in link at any participating site, and then type your e-mail address and password in the sign in box.

You can also sign in with a single click, by choosing to save your e-mail address and password on your computer
when you sign in.

TO SIGN OUT
Click the sign-out link at any participating site to sign out of all Windows Live ID sites.

OTHER IMPORTANT LINKS
You can sign into Account Services from the Windows Live ID home page at:

https://accountservices.passport.net/?lc=1033

At Account Services you can see more useful information, and view or change your profile.

IF YOU FORGET YOUR PASSWORD

You can reset your password at Account Services. We strongly recommend choosing a question and a secret
answer, and an alternate e-mail address where you can have Windows Live ID send you a password reset message.
To create these password safeguards, go to the Credentials page of Account Services.

To reset your password, go to Account Services, click Forgot Your Password, and follow the instructions on the
screen.

Windows Live ID is committed to protecting your privacy. We encourage you to review the Privacy Statement at

https://accountservices.passport.net/PPPrivacyStatement.srf?lc=1033

If you have questions regarding the Privacy Statement, send an e-mail message to passpriv@microsoft.com.

To request more help, contact Customer Support
at https://accountservices.passport.net/CustomerSupport.srf?lc=1033.

Thank you for using Windows Live ID!

Windows Live Team
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