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Section 1. My Account 

Login Information 

Before you begin, please confirm your login information.  Please make sure you enter a valid email address, as 

you may be contacted periodically with important announcements or regarding technical support issues.   

 

E-Signature users: the name and title indicated on the Electronic Signature Authorization Agreement will be 

used to populate forms electronically signed online. 
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Update Name and Email 

In order to update your user name and the email address used for login, click Update Name and Email. 

Update Password 

Best security practise recommends that you change your password periodically.  To update your password, 

click Update Password. 
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Setup PIN/Update PIN [E-Signature users] 

For first-time E-Signature users, once you have agreed to the District’s Terms and Conditions, you will be 

prompted to establish a Personal Identification Number. 

 
To establish a PIN, click Setup PIN. 

 
To update your PIN, click Update PIN.  
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Contact Information 

Once you have verified your login information, please confirm your company’s contact information.  The 

address and contact numbers entered here will be used to populate the documents you create in the system. 

 

Payroll users: the name and title entered here will be used to populate forms created online.  For that reason, 

the individual whose name and title appear here should have the authority to act for and on behalf of your 

company. 
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Update Contact Information 

In order to update your company’s contact information, click Update Contact Info. 

  


