Guide 5 - E-mail address is in use

Use these instructions if:

® You already created a NY.GOV ID, but not with the Department of Labor
and
* You received a message telling you your e-mail address is already in use

If you get a message that an account already exists for the e-mail address that you entered, it means that an account
was already created at a different NYS agency. That account’s Username and Password can be used to sign in to the
Department of Labor. You may have created that account, or perhaps someone in your family used your e-mail address
to create the account, or some other scenario resulted in an account being created that uses your e-mail address. In
that case, you may not know or remember the information used to establish that account. The following process will
help you recover that Username and Password so you may use it to sign in to the Department of Labor system.

You will see the following screen:

New York 4' State i= State Agencies Search all of NY.gov

Translate

DEEALR%[EONIT{ Online Services For Individuals [ searcnipoL Q]

Individuals ¥ Businesses ¥ Government & Research ¥ Other Information ¥

Home » Online

Account Creation

Confirm E-mail
Address E-ma

@ Anaccount already exists for the e-mail address that you entered. A reminder of your
Username was sent to that address. You will need your Username to reset your Password, if

necessary.
* Indicates required fields
First Name * Middle Initial Last Name *
Firsthlame Lasthame
E-mail Address * [?] July17extdoluseri@agmail.com

Confirm E-mail Address * | July17extdoluseri@armail.com
Captcha * [2]

Type the two words separated by space in the text box below

lcart, i

Click 'Continue’ after you type the words.
Trouble reading the words? Click Refresh’ [J&l for a new set of words.

Cancel and Return

Contact Us Accessibility Policy Erivacy Policy Document Readers
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e This screen alerts you that the e-mail address already exists in the NYS system
e You are informed that an e-mail was sent to that e-mail address. You should open the e-mail message to recover
the Username associated with that e-mail address.

= After you go to your mailbox and open the e-mail, you will see something similar to:

»
Gm | I [SearchMail_ | [ Search the Web | i cation
Connin o flw

Compose Mail | & gacy 10 oo [ Avchie | [ Report Spam | [[Delete ] | More Astons. . v 101
Inbox & Ernt (3 New window

IT! ﬁ
Sland = Your NY.GOV User Id ...
Drahs ny.goviailabor.ny.gov <ny gowiabor. my gov Tue, Jul 17, 2012 at 3:50 FM

| M To: Juhy1Teaddoluser] @gmal com

. Fpply | Bagdy ig il | Egrawrg | Brir | Datyty | Shgw prigingl

Trash You ued thes e-mad addregs i your recent atbempt 10 criate a MY GOV account with the NY'S Departrment of Labor, Howewir, this e-mail
addrass was already used to create a NY GOV account with another NY'S agency. Please use that HY GOV account to sign in to the

Contacts Department of Labor. If you do not want to use that MY GOV account, you must create a new account with a different e-mail address. The
Labssis Lisamame for that MY GOV account is
Edt bbeiy

july TTexadoluser]
Click here to gign mn with yeur WY GOV account

Click hera if ¥ .‘i[gg; your Passwand

You can

e C(Click on a link to return to the NY.GOV Sign In page, if you know your password

e C(Click on the ‘forgot your Password’ link, if you have forgotten your password
Note: the text of this e-mail may also instruct you to return to DOL after recovering your password, and a link to
DOL will be included.

If you click on ‘sign in with your NY.GOV account’ because you know the password, continue with the regular sign-in
process.

Guide 5 - E-Mail address is in use Page 2



Guide 5 - E-mail address is in use

=1f you click the ‘forgot your Password’ link in the e-mail, the following screen is displayed:

New York 4 State i= State Agencies B Search all of NY.gov

WELCOME TO NY.gov ID

Links FORGOT PASSWORD SELF SERVICE
B Instructions:
FEAQS
) To reset your password, please enter all the fields below and click on the Continue button.
¥ Terms of Service
¥ Contact Us
*Help
User Id * julyl7extdoluserl
Captcha * | §
Type the two words:
adboube camac)
L |

You are now in the Office for Technology website, which services all state agencies. You are no longer in the
Department of Labor website.

e Enter the Username that was sent in the e-mail
e Complete the CAPTCHA challenge
e C(Click the ‘Continue’ button

= After you click the ‘Continue’ button, the following screen is displayed:

1 e R . "
New York 4_ State := State Agencies Search all of NY.gov

WELCOME TO NY.gov ID

Links FORGOT PASSWORD SELF SERVICE

- MY Choose how you would like to reset your password.
»FAQS
P Terms of Sqcvice ~ A
(J Reset by answering shared secret questions (&) Reset using eMail
» Contact Us
» Halp Selecting this option will allow you 1o reactivate your account. During this process

you will be asked to enter three new shared secrets and set a new password

SARCH

You have two choices. You can choose to reset password by using e-mail, or to reset password by answering shared
secret questions. There is a section below for each of these methods. Please choose the section that matches your
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choice and follow those instructions. If you are not sure you can answer the shared secret questions, then choose ‘reset

password by using e-mail’.

Reset Password by Using E-Mail

= After you choose to reset using e-mail, an e-mail is sent to your address. You will see the following information. If you

don’t see it, remember to check your ‘junk’ or ‘spam’ folder.

Compose Mail rEEk i [T [Archwe ] [ Report Spam ] [ Delete ] |M0re Actions... v|
Inbox

Starred ¥ N

Sent Mail Information you requested from New York State jnee

Drafts NY.goviD@cio.ny.gov <NY .goviD@cio_ny.govs
Al Mail To: july1Textdoluser1@gmail com

Spam
rash

Reply | Reply to all | Forwerd | Print | Delete | Show original

—

Contacts

Labels
Edit labels

Dear FirstName LastName,
This email was sent in response to your "Forgot Password"” request.

If you DID NOT make the request. you may disregard this email.

be reactivated.

If the above link does not work please copy and paste the below URL into your browser.

NOTE: The above link is valid for only 24 hours.

Thank You
New York State

By selecting forgotten password you have begun the account reactivation process. For security reasons you will be asked to complete two
steps. First, establish three new shared secrets and second create a new password. Once you have completed these steps your account will

Please click here to reactivate your account. Please do not close out of the browser while completing the account activation.

https //stgws04 nyenet state ny us/FPSV3/reset xhtml|?rid=7c37551f-183b-4a74-b507-d4fc9f59c94a

1 of 2 Older
Print (B9 New window

Tue, Jul 17, 2012 at 4:10 PM

e C(Click on the link to reactivate your account

= After clicking on the link to reactivate your account, the following screen is displayed:

State Agencies

WELCOME 10 NY.goy ID

Links NY.gov ID ACTIVATION
¥ About NYSDS

PFAQ:
button below
P Terms of 3
» Contact Us
& _Continue|
» Hal

You will now begin the process of reactivating your account. Please click on the Continue

8 Search all of NY.gov

e Click the ‘Continue’ button.
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= After clicking the ‘Continue’ button, the following screen is displayed:

New York 4 State

i= State Agencies

WELCOME TO NY.gov ID

Search all of NY.gov

Links
¥ About NYSDS
*FAQS

¥ Terms of Service

¥ Contact Us

¥ Help

NY.gov ID ACTIVATION
Almost donel
You are now ready to re-activate your NY.gov Id.
During this process, you will need to

e« Set 3 valid secret questions and answers.
* Set a new password.

Shared Secret Questions

w

1

* Answer Testl

w

2

* Answer Test2

w

3

Question | What was the name of my first pet? w
* Confirm Answer Testl

Question | What is the first name of my childhood best friend? w
* Confirm Answer Test2

Question | What is your oldest cousin's first and last name? w
* Confirm Answer Test3

* Answer Test3

e Select 3 hint questions and provide 3 answers

e C(Click the ‘Continue’ button
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After clicking the ‘Continue’ button, the following screen is displayed:

WELCOME TO NY.gov 1D

NY.gow I3 ACTIVATION
* Ay You b I Fi fick th
ou have successfully saved your secret questions and answers, Please click the below
#Tarmg of Service Continue button to set your new password

biss

e C(Click the ‘Continue’ button

= After clicking the ‘Continue’ button, the following screen is displayed:

B Search all of NY.gov

WELCOME TONY. GOV ID

Links
* Aok NYSDS

¥ FACH

# Tarrmg of Service
* Contach Us julyl Fextdoluser1 |, please change your current password before continuing.
# Halo

Password Change Request

B FEREERES
New Fassword
Klinimumn 8 charsciens wish at least 3 letien and 1 rember

Confirm New Fassword *"'""""‘!

e Supply a new password, and confirm the new password by re-entering it.
e Click the ‘Set Password’ button
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= After clicking the ‘Set Password’ button, the following screen is displayed:

WELCOME TONY.GOV ID

» About NYSDS
»EADS Password Change Information
® Tarms of Service
¥ Contact Us
»Helo

Julyl 7extdoluser1 your new password has been set.

Use this new password the next time you log into your account.

CONTINUE i

e Click the ‘Continue’ button

= After clicking the ‘Continue’ button, the following screen is displayed:

New York 4 State = State Agencies B Search all of NY.gov

WELCOME TONY.GOV ID

Links
* About NYSDS
PEADSE Password Change Information
# Lerms of Service
# Contact Us
¥ Halp

julyl7extdoluser1 your new password has been set.

Use this new password the next time you log into your account.

CONTINUE

e Click the ‘Continue’ button
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= After clicking the ‘Continue’ button, the following screen is displayed:

Mew York 4— State i= State Agencies B Saarch all of NY gov

WELCOME TO NY.gov ID

Links NY.gov D ACTIVATION

#EAGS

¥ Tarms of Service Success!

# Contact Us

# Halg You have successfully re-activated your NY.gov Id.

Click Go to MyMNy to view a portal of the NYS websites you can access.

e C(Click the ‘Go to MyNy’ button

= After clicking the ‘Go to MyNy’ button, the following screen is displayed:

New York 4 State i= State Agencies & Search all of NY.gov

WELCOME TO NY.goy ID

: Mg Welcome FirstName to the My NY User Management site at NY.qov
p ed Chan = Your NY.gov ID is julyi7extdolusert

» App Enroliment

» About NYSDS =] You have access to the following applications

?» ELQ.L:

? Terms of Servi & MyDIV |

» Contact Uz —3
? Help g
P Log out of NY.gov

Note: Do not click the ‘MyDMYV button’. You need to leave the OFT website at this point.
You must return to www.labor.ny.gov

e You can use your shortcut for Ul Benefits Online, if you have one. Or you can use the URL listed above and type
it into your browser window.

After arriving at www.labor.ny.gov, then:

e Click on the ‘Individuals’ panel

e C(Click on the ‘Unemployment’ tab

e Under ‘Online Services,’ click on ‘Filing a Claim’

e When you arrive at the Ul Benefits Online page, click on the red ‘Use NY.GOV ID now’ link
e You are returned to the main Sign In page and can enter your Username and Password.
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Reset Password by Answering Shared Secret Questions

If you choose to reset your password by answering shared secret questions and click the ‘Continue’ button, the following
screen is displayed:

New York 4'_ State i= State Agencies & Search all of NY.gov

WELCOME TO NY.gov ID

Links FORGOT FASSWORD SELF SERVICE
¥ About NYSDS

To reset your password, please enter the answer(s) to your shared secret question(s) and
* FAQs click on the Continue button.

¥ Terms of Sarvica

¥ Contact Us

1. : : i
* Help .~ What is your oldest cousin's first and last name 7 abecl|

Continue Cancel

e Enter the answer to the question
e Click the ‘Continue’ button

= After clicking the ‘Continue’ button, the following screen is displayed:

New York 4'_ State i= State Agencies & Search all of NY.gov

WELCOME TO NY.gov ID

FORGOT FASSWORD SELF SERVICE

¥ About NYSDS
¥ FADS

¥ Terms of Service

You have answered your secret questions correctly, please click on the Continue button to

reset your password.
¥ Contact Us

¥ Help

Continue

e C(Click the ‘Continue’ button
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= After clicking the ‘Continue’ button, the following screen is displayed:

New York 4 State i= State Agencies & Search all of NY.gov
WELCOME TONY.GOV ID
Links
¥ About NYSDS
—— Password Change Request
FFACS
* Terms of Sarvice
# Contact Us Julyl19extdoluserl , please change your current password before continuing.
¥ Help

*
New Password
Minimum & characters with at least 3 letters and 1 number.

Confirm New Password |"'"'"" |

Set Password ] Clear this form ]

e Enter the new Password
e Confirm the Password by re-entering it
e Click the ‘Set Password’ button

= After clicking the ‘Set Password’ button, the following screen is displayed:

New York 4 State i= State Agencies & Search all of NY.gow

WELCOME TONY.GOV ID

Links
¥ About NYSDS
¥ FADS Password Change Information
¥ Terms of Service
¥ Contact Us

VL Julyl19extdoluserl your new password has been set.

Use this new password the next time you log into your account.

CONTINUE

e Click the ‘Continue’ button
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= After clicking the ‘Continue’ button, the following screen is displayed:

New York s} State  :i= State Agencies

WELCOME TO NY.gov ID

Search all of NY.gov

Links

# Update My account =
o=

# Password Change
# App Enrollment

? FADS A

* Tarms of Service =

Welcome FirstName to the My NY User Management site at NY.qov

¥ About NYSDS = You have access to the following applications

MyDMV

Your NY.gov ID is July19extdolusert

¥ Contact Us =

')Helg =

¥ Log out of NY.gov

Note: Do not click the ‘MyDMV button’. You need to leave the OFT website at this point.

You must return to www.labor.ny.gov

e You can use your shortcut for Ul Benefits Online, if you have one. Or you can use the URL listed above and type

it into your browser window.

After arriving at www.labor.ny.gov, then:

e C(Click on the ‘Individual’ panel

e C(Click on the ‘Unemployment’ tab

e Under ‘Online Services,” click on ‘Filing a Claim’

e When you arrive at the Ul Benefits Online page, click on the red ‘Use NY.GOV ID now’ link

e You are returned to the main Sign In page and can enter your Username and Password.
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