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Welcome to the Vanderbilt user account sign up
page for AccessVU. Your Vanderbilt user account
(VUnetID) is required to access Vanderbilt
services including email. In order to create your
new user account, you will do the following:

- Register your personal identifying information.
You will need your full legal name, date of birth
and social security number (SSN) to complete
this step.

To create your account, please click the, "Continue™ button below.

Continue )

Screen 1 — Establish Your Vanderbilt User Account

Begin the account registration process by clicking on the, “Continue” button
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Registering your account information

First Name *: | ‘Iﬂ

Middle Name : )

Last Name *: | ‘Iﬂ

Social Security Number™: | ‘lﬂ
Social Security Number (Re-enter for Verification)*: | ‘lﬂ
Enter Date Of Birth*: [ @

Screen 2 — Personal Identifiable Information

Enter your personal identifiable information
e First name - full legal first name — Required
e Middle name - full legal middle name — Not required
e Last name - full legal last name — Required
e Social Security Number — Required
e Date of Birth — Required

Once complete click on, “Continue”
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Welcome to Vanderbilt! Account Not Found

We found your record in our system. Thank you for

A matching account could not be found. This may be because the
providing your personal information.

Information you entered does not match the information
submitted on your application. You can click the Go Back button
and re-enter your information, or if you are sure you have put
your details in as it appears on your application, please contact
your hiring manager for assistance.

Before you set up a password for your VUnet ID, you
will need to agree to the Acceptable Use Policy on
the next page. Click the continue button below to
proceed

Conﬁnue) Go Back l

Screen 3 — Welcome to Vanderbilt Screen 3 — Account Not Found

If you receive the Welcome to Vanderbilt screen your account was found in, the system and you can continue the
process to finalize your account. Click on, “Continue” to proceed.

If you receive the Account Not Found screen, your account has not finished processing. You can click the, “Go Back”
button to retry your details. If you need additional assistance, please contact your hiring manager.
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All Vanderbilt VUnetID account users must accept the Acceptable Use Policy. Read the policy, if you accept
if you agree.

Establishing your Vanderbilt User Account
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Establishing your Vanderbilt User Account

The first step in activating your VUnetID is to setup your password recovery guestions. These questions will be used to
recover your password if you ever forget your password and need to reset it.
Please provide answers to at least three of the questions below, then click Continue.

1. What is the name of the teacher who had the mest impact on you :
2. What was the full name of your best friend in elementary school:
3. What was your first real job :

4. What was your first pet's name :

5. What was the first vehicle you drove:

6. What is your most memorable childhood street name:

Screen 5 — Recovery Questions

e Answer any three questions
o NOTE: If more than three questions are answered only the first three will be used for password
recovery.
e Answers are not case-sensitive
o When answering security questions the answer will be accepted as, “Test Answer” or “ test answer”

e C(Click, “Continue” when the three preferred questions have been answered
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Establishing your Vanderbilt User Account

Following the criteria listed here, create a new password and enter it below. enter it 3 second time, then click Continue
Take care to select a3 password that you can remember. Do not share your password with anyone.
. The password must contain at least 8 and at most 16 characters.
. The password must not contain your SSH.
. The password must not contain your VUnetlD.
. The password must not contain a space.
. The password must contain characters from at least 3 of the following character sets:
. abcdefghijklmnopgrstuvwiyz
. ABCDEFGHIJKLMNOPQRSTUYWXYZ
. 0123456789
. ~@ESWBNEF()_+= 0007

Enter Password *: h I

Confirm Password™: | |

Screen 6 — ePassword Creation

Create a password based on the following criteria:
e Must contain at least eight (8) and at most sixteen (16) characters
e Must contain characters from at least three (3) of the following character sets:

o Lower Case Letters: abcdefghijklmnopgrstuvwxyz

o Upper Case Letters: ABCDEFGHIJKLMNOPQRSTUVWXYZ

o Numbers: 0123456789

o Special Characters: ~1RESSNEX () +-=; ./ [1{}><,./?

Create your ePassword:
e Enter your Password
e  Confirm your Password
e Click on, “Continue”
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Establishing your Vanderbilt User Account

Congratulations on your future employment at
Vanderbilt! All employees are provided with a
Vanderbilt email account called, Vmail. Vmail is
Vanderbilt's enterprise messaging system, providing
email, calendaring, and contact management.

For more information about the Vmail environment,
click here.

 Continue )

Screen 7 — Email Delivery Information

On this screen, information related to the email account provisioned for you is noted. Click on, “Continue” when you
are ready to proceed.



Establish Your Vanderbilt Account

RBILT §/ UNIVERSITY

d((eSSVY

Congratulations!

-
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You have finished activating your new Vanderbilt account. You will use this account to access many online services at
Vanderbilt. It is very important that you remember your new ID and password. Do not share your password with anyone.

| Your VUnetlD is :  doead3
Your Vanderbilt Email Address is . ariel.d.doe.3@vanderbilt.edu |

If you require any additional information regarding your account, please contact
your Hiring Manager.

Screen 8 — Account Information

This is the account information screen take note of your VUnetID and Vanderbilt Email Address they are used to access a
variety of systems.



