Accessing JRHT email for the first time and

resetting your password
IT Guide

Summary

This guide is aimed at helping new non desk based JRHT staff log into their email accounts for
the very first time. You will need to know your employee ID (payroll number) to log into your
email for the first time.

You can use either a work computer or a personal device (e.g. smartphone, tablet, laptop, etc.) to
complete your email and password setup.

Email passwords expire every 60 days. If you forget your password, or if your password expires, you
can reset it from any device without needing to contact the Service Desk.

After you set up your JRF or JRHT email, you will then have access to various key systems that are
used throughout the organisation. You will be able to access these systems from work or from home,
and from any device.

For additional support, you can contact the Tech & Change Service Desk team Monday to Friday from
9:00 to 17:00 at 01904 615999 or Service.Desk@jrf.org.uk

Guidance notes

Step 1:

Open your browser and enter
staff.jrf.org.uk

If this does not work, you can type in
the whole URL:
https://www.staff.jrf.org.uk/.

Click on the ‘Email’ option. — L

Step 2:

B® Microsoft

Enter your full JRHT email address.
Your email address is your first and last Sign in
name separated by a full stop, and komeone@example.com
followed by @jrht.org.uk

Can't access your account?

For example, if your name is Joseph
Rowntree and you work for JRHT, your
email would be: Next

joseph.rowntree@jrht.org.uk

JRF &5, | JRHT &5,



Step 3:

Sign in with your organizational account

When prompted, enter your password.

Your temporary password is your — -
employee ID number (payroll number) ‘,,,,,,,,4
followed by JRHT!

For example, if your employee ID m

number is 1234, your password would
be: 1234JRHT!

Step 4:
P JRF | JRHT
In order to access your account, you .
ywll n,eed to provide more details. Click More information required
Next'.
Your organisation needs more information to keep
your account secure
Use a different account
Learn more
Next
Step 5:

If you are using your own device such
as a smartphone or tablet, you will see

the following screen. You will need your  JRETIRHAT
mobile phone available to complete this

step. Additional security verification
In the f| rst bOX Ieave ‘Authentlcatlon Secure your account by adding phone verification to your password. View video to know how to secure your account
phone’ Selected . \ Step 1: How should we contact you?
* Authentication phone v
In the second box you will need to |y seect yourcounty or egion |5

select ‘United Kingdom (+44)’

Method
O send me a code by text message

Choose whether you'd like to receivea Ly o .
text message or a phone call.

Click the blue ‘Next’ button on the

Your phone numbers will only be used for account security. Standard telephone and SMS charges will apply.

bottom right.

If you chose the ‘Call me’ option you

will receive a phone call. Answer the JRF | JRHT

call and press # when prompted. (see

) Additional security verification
example on right)

Secure your account by adding phone verification to your password. View video to know how to secure your account

If you chose the ‘Send me a code by Step 2: We're calling your phone on
text message’ you will receive a text Veriication successu

message with a 6-digit code. Insert the
6-digit code in the space provided on
the screen and click ‘Verify’ and after a
few seconds you can then click

‘Finished’.
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Step 6: JRF | JRHT
Click ‘Next’. -
More information required

Your organisation needs more information to keep
your account secure

Use a different account

Learn more

e

Step 7: JRF | JRHT e | 2
You will then need to set up some don't lose access to your account!
account recovery options. To make sure tht you canresetyourpassword,we need o collect someinfo 5o that we can vy who you ar.We worit use this t spam you  well just uset o ke

your account more secure. You'll need to set up at least 1 of the options below.

o Authentication Phone is not configured. Set it up now

You only need to setup one of the three
options below. However, we

recommend that you set up the first @ sty Questions hve o s confgres. st thamup
option and one other.

@ Authentication Email Address is not configured. Set it up now

Cancel

Click ‘Set it up now’ next to the
categories you wish to configure and
follow the steps that appear on your

screen.

Step 8: don't lose access to your account!

Once yOU have Set Up at |eaSt one Of Thanks! We'll use the info below to recover your account if you forget your password. Click "finish" to close this page.
the account recovery options it will have ‘ )

a green t|Ck neXt tO |t CI|Ck ‘Flnlsh, tO Authentication Phone is set to +44 Change

Contlnue o Authentication Email Address is not configured. Set it up now

o Security Questions have not been configured. Set them up now

m Cance'

Step 9:

Select ‘English (United Kingdom)’ as i O U t I O O k

your language and ‘(UTC+00:00)’ as
your time zone and click ‘Save’.

English (United Kingdom) v|

(UTC+00:00) Dublin, Edinburgh, Lisbon, London v

® Save
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Step 10:

E @ ttps//outlook.officecom  [2]
You will then be logged into your email. SewchMalandPeople O @ New|v 2 Markal as read = :
. . . . A Folders Inbox Filter v 23 philtes
Your email display will look different on b S
R A Inbox Next: No events for the next two days. [y Agenda ger
different devices. Senttams Vierasofton Behalfariae
prfe P o s ROHRCAan THE P B
More ~
A Groups New
Groups give teams a shared
R
=> Discover —}
+ o P
L
You've finished. N1 2
View on a PC. View on a mobile.
Resetting your password
Step 11: Your password has expired. Type your updated password
and try again.
If you get the following message about
.. . | = -
your password expiring, you will need
to reset your password. To do this, click Password
the ‘Forgotten your password...’ link at -
the bottom.
You can also go to staff.jrf.org.uk and
click on ‘Password reset’.
You are accessing a system operated by the Joseph
A If you do not get this message, then | Rowntree Foundation and Joseph Rowntree Housing
you will able to use your temporary Trust. To use this system you require authorisation from
password until it expires. However, we the organisation and must adhere to the IT Computer
recommend that you set up a new Use Guidelines.
password immediately.
Forgotten your password and can't access your account?
Click here.
Step 12: _
Get back into your account
Fill in your full email address & enter Wh 5
the security code in the bottom text box. © are you:
Then CIle ‘NeXt’ To recover your account, begin by entering your user ID and the characters in the picture or audio below.
. . . . User ID:
Tip: By clicking Rl you can get the [ [Your full JRERHT email address |
Computer tO read OUt the Ietters YOU Example: user@contoso.onmicrosoft.com or user@contoso.com
. ~
can get a new code by clicking = !
f\% e
Enter the characters in the picture or the words in the audio.
Next Cancel
4
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Step 13: JRF | JRHT

You will then be asked to confirm your )
account using the verification Get back into your account
information you setup in steps 7 and 8.

verification step 1 > choose a new password

B (Ctrl) +

The screenshot shows what you will Please choose the contact method we should use for verification
see if you used a telephone number for
verification. Select if you would like to

receive a verification text or phone call, | cion codewhich canbe et tyourpemord.

enter the phone number you setup &
click ‘Text’ or ‘Call’.

You will then be called or sent a text
message. Follow the instructions on
your screen.

Step 14: JRF | JRHT

Once you have verified your account,
choose a new password.

The new password must be at least 9 Get baCk Into your account
characters & contain at least three of
the following; Upper case letters, lower verification step 1V > choose a new password

case letters, numbers, symbols.
* Enter new password:
When you have entered your new
password, click ‘Finish’.

This information is required.

* Confirm new password:

Finish Cancel

Step 19: JRF | JRHT

You will then get a message to say your

password has been successfully reset. .
Get back into your account

@ Your password has been reset
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