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This Quick Reference Guide (QRG) will provide an overview of the process for Create Contact & Send 
Invitation: 
 

   
 

 

 
 
Let us look at the steps in detail to register for the new portal as a user of the existing portal.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Purpose: Register for the new portal as an existing portal user. 
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Step 1: 

Scenario 1: My group has been moved to the new portal and I attempt to 

sign into the existing portal.  

Navigate to the Employer portal Sign in page. 

1. Enter your Username and Password. 

2. Click Sign in. 

  
 

Step 2: 

 

A message appears stating that the new employer portal has been launched. 

1. Click Continue. 
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Step 4: 

 
A welcome email is sent to your email address.  

1. Click the Complete web registration button in your email to set up the 
account. 

 
 
 
 
 
 
 

Step 3: 

The User Information page displays. 
Note: The user information is prepopulated but can be modified. 

1. Validate email address and phone number. 

2. Click Submit. 
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Step 5: 

The Group Verification screen displays. 

1. Select Group ID & Billing Zip code or Last Invoice Number & Billing 

Code. 
Note: For this example, we will select Group ID & Billing Zip Code. 

2. Enter Group ID and Billing Zip. 

3. Click Next. 
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Step 6: 

The Digital Services Privacy Policy and Terms of Use screen displays.  

1. Review, and click Accept and Continue to proceed. 
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Step 7: 

The Two-Step Account Verification screen displays.  

1. Click Email Address to receive a verification code. 

2. Click Request Code. 

3. Enter the code. 
Note: If you have not received a code, click Request a new one to get a new code. 

4. (Optional) Check the box for Remember my browser to skip two-step 

authentication for 90 days.  

5. Click Next. 

 
 
 

Step 8: 

The Change Your Password screen displays.  

1. Enter New Password. 

2. Enter Confirm New Password. 

3. Click Change Password. 
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Step 9: 

 

 

The Employer Portal Home page displays. 

 
 
 

Step 1: 

Scenario 2: My group has not yet been moved to the new portal and I sign 

into the existing portal. 

Navigate to the Employer portal Sign in page. 

1. Enter your Username and Password. 

2. Click Sign in. 

3. The Home Page displays, and you may continue using the portal as 

usual. 
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Step 1: 

Scenario 3: My group has been moved to the new portal and I attempt to log 

in to the new portal.  

Navigate to the new Employer Portal Sign in page. 

1. Enter Username and Password. 

2. Click Sign in. 

 
 
 

Step 2: 

The User Information screen displays.  
Note: The user information is prepopulated but can be modified. 

1. Review user information and click Submit. 

2. You will receive a welcome email and be prompted to register, as in 

Scenario 1. 
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Step 1: 

Scenario 4: My group has not yet been moved to the new portal and I 

attempt to sign into the new portal.  

Navigate to the new Employer Portal Sign in page. 

1. Enter Username and Password. 

2. Click Sign in. 

 
 
 

Step 2: 

 

An error message displays. 

1. Click Continue to be directed to the existing employer portal. 

 
 



 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

 

Thank 
You 


