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Request Access To Agrasmant

In the invitation email click the link in Step 1 to access the MVLS = e s
site. >

At the MVLS Welcome page click the [smna button to sign in
using a Passport.

No

— - On the Request Access to Agreement page, enter the Agreement

On the Profile page, complete all required fields and click Number from the Volume Licensing Enrollment Acceptance

f you need a passport you can register at letter and click
assport.net | |

. Voluiie™
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On the Request Administrator Access page, provide the Last A confirmation screen appears to indicate the process was
Name and Email Address of the person listed as the Notices completed successfully. On this page are links to the training
Correspondent in the Agreement and click | materials to help in the administration of benefits. |
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Sign in to MVLS using your Passport.
At the Home page click Create Access Invitation

Click Invite New User

o

After the Benefit Administrator has submitted their PIN number,
you will see a pending item under the My Action Items section
in MVLS, click Pending Requests

Note: Since the Benefit Administrator needs to receive the email

and go through their registration process, steps 4, 5 and 6 will
may occur after the initial session for steps 1-3)
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Tnvite New User

On the Invite New User screen enter the email address for the
new Benefit Administrator, select the language
email, and input a note (optional). Then click

The Benefit Administrator will receive an email with a PIN

Hanage User Access: User View

On the Manage User Access screen, click the Benefit
Administrator’s last name.
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On the Assign Permissions screen:

Select the Agreement and Enrollment Access Levels using the
drop down boxes.

Select the Benefits for the Benefit Administrator to Administer
using the check boxes.

Click

After the permissions have been set, the Benefit Administrator
will receive an email detailing which benefits they are now
responsible for managing.
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An invitation email will be sent. Click the link to the Microsoft
Volume Licensing Site (MVLS)

At the Welcome screen, [Sming using your Microsoft .Net
Passport.
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On the Request Access to Agreement screen enter the PIN
number that was provided in the invitation email and click
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been sent to the Notices Contact.
Once this process is completed the Notices Contact will

will manage.

A confirmation page is displayed indicating the request has

receive a notice that the Benefit Administrator completed their
process. They will provide the Benefit Administrator's access
permissions. The Benefit Administrator will receive an email
when this happens with information about which benefits they

On the My Profile page, complete all required fields and click
|
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An invitation email will be sent. Click the link to the Microsoft
Volume Licensing Site (MVLS)

At the Welcome screen, [Sming using your Microsoft .Net
Passport.

A confirmation page is displayed indicating the request has
been sent to the Notices Contact.

Once this process is completed the Notices Contact will
receive a notice that the Benefit Administrator completed their
process. They will provide the Benefit Administrator's access
permissions. The Benefit Administrator will receive an email
when this happens with information about which benefits they
will manage.
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Request Access To Agree:

On the Request Access to Agreement screen enter the PIN
number that was provided in the invitation email and click
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Log in to MVLS using your Passport.

On the Welcome page click Request Agreement Access | | nthe Agreement or PIN Number page enter the agreement

number you wish to have access to and click

Request Access To Agreement: Confirmation

A confirmation message is displayed once the Agreement
number is validated. A request is sent to the Notices Contact to

let them know that the MVLS user wishes to have access to the
agreement.
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