
Claim an Invitation

Experiencing an issue? 
Contact the individual listed 
in your email.
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• To claim an Invitation, you will receive an email from the administrator who created 
your account.

• Click on the link provided in the email.
• When you are prompted with the AccessVUMC screen, enter your personal email 

address and the Access Code provided in your invitation email.
• Click Submit Code.
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• A verification screen should appear letting you know that you are in the system.
• Click Continue.



Claim an Invitation

Click Accept once you 
have read the VUMC 
Acceptable Use Policy 
regarding your computer 
privileges and 
responsibilities.
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• Confirm your identity by entering the information VUMC has on file for you:
o First Name - Required
o Last Name - Required
o Middle Name – Optional 
o Phone Number – Optional

• Click Continue.

Your Personal Email Address



Keep these 3 password basics in 
mind when you create your VUMC 
Account password.

1. You cannot reuse your last 10 
passwords

2. Passwords MUST CONTAIN:
• At most 16 characters
• At least 1 lowercase letter
• At least 8 characters
• At least 3 character types
• At least 1 number
• At least 1 uppercase letter

3. Passwords CANNOT CONTAIN
your:
• Email address
• Account last name
• Display name
• Account names in reverse

Step 3 of 4Claim an Invitation

Information Technology

5 of 6

Test Account ID

5

Set your VUMC password
• Enter and confirm your Account password.
• Follow the guidelines to the right when creating your 

VUMC account password.
• Click Submit.

ENTER

CONFIRM
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• You will receive a screen that your password has been set.
• Click OK.

your VUMC ID 
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