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SETTING UP DUO TWO-FACTOR
AUTHENTICATION WITHOUT A SMART DEVICE

NOTE: If you have access to both the Financial Portal and HR Portal/Employee Self-
Service you will need to enroll in Duo Security for each system. You may use the same

device for both.

1.Log into the Financial Portal or HR Portal/Employee Self-Service.
2.Type in your Username and Password.
3.Click “Sign In.”
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4. When you log in you will be 5. Click “Next.””
prompted to set up your Duo Security.
Click “Next.”
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Did you know?

WE'COITIE to ) 97% of data breaches starl by
Duo Security stealing your identity.

Let's set up an account to protect your identity.

6. Click “Next.” 7. Select “Phone Number.”

Select an option

— You'll use this to log in with Duo. You can add
another option later.

What can you do?

The best way to protect your identity D‘u\ Phone number Recommended

is with two-step verification using your SRR RO D

phone or another device.

Secured by Duo




8. Enter your phone number with your 9. Verify that your phone number is
area code; no parentheses needed. correct.
Click “Continue.”

10. If your number is correct, click
*If this is a landline, check “This is a landline “Yes, it’s correct.”
phone.” If you have an extension you can
enter it on the next screen.

ISt { Back
Enter your phone number Is this correct?
(Feet) s e

You'll get codes from Duo at this number to use

when you log in

Country code  Phone number Yes, it's correct

1~
No, | need to change it
Example: "201-565-5555"
This is a landline phone
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11. It will confirm that your phone 12. It will confirm that the setup is
number has been added. complete and you are ready to log in.

=0

© Added phone Setup completed!

You're ready to log in with Duo
You can now log in with Duo using a text

message or phone call

Continue o

Log in with Duo
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13. Upon logging in, if you would like to opt for a text passcode, click “Send a
passcode.” If you would like to opt for a phone call, select “Other options” under
the button and click, “Call phone.”

Send a text passcode Call your phone
Verify it's you by sending a text passcode Lo Verify it's you by calling "Landling” (sss-sss- i)

Mobile® [eeeseeghititit)

St . Call phone
Send a passcode

Other options
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14. You should receieve a text message or a phone call with a code.

12:54 4

<4 Duo Mobile m

Answer the phone call

Vierify it's you by pressing any key on your

phone

Calling “Landling” (sss-see HHHH

SMS passcodes:

Wailing for approval

Other options

Need help? Secured by Duo




15. Enter the passcode you were
given, then click “Verify.” If you did
not receive a passcode via SMS or
phone call, click “Send a new
passcode.”

Remember to never share your
passcode with anyone!

Enter your passcode

Verify it's you by entering the passcode sent in
a text to "Mobile" (ssr-ver- HifH#).

Passcode

Send a new passcode

Other options

N help? Secured by Duo

16. Users may click “Yes, this is my
device” if they are logging on using a
private workstation that is not used by
anyone else. This allows the individual
to skip the Duo login for seven days.

If logging on using a shared computer,
click “No, other people use this
device.”

Is this your device?

If you're the only person who uses this device
Duo will remember it for future logins

Yes, this is my device

Mo, other people use this device
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