NCID ONE-TIME ACTIVATION

FIO
F10-25 | JoB AID

The purpose of this Job Aid is to demonstrate the NCID One-Time activation process using the Fiori interface.

Once you have been assigned an NCID, a one-time process to activate thatID must be completed. After
completingthe following steps, it may take up to an hourfor background processes to finish the activation.

Begin by logging into Integrated HR-PY System using the Fiori interface. Click the Sign in button.

Security Legal Login Help

STATEIOEIN ORIFINSARGININAN
INTEGRATED I REEAYROBINSYSTEM|

The State of North Carolina uses Microsoft’s multi-factor authentication system. Enteryour State of North

Carolina provided email address and click Next. The following screen shots use a testemployee in our
development database.

& Microsoft
Sign in

yy_bmcallister@nctest.org

§ arrace UM P Areat int?
L 3CCess your account:

Next
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Inputyour password on the next screen and click Signin.

a® Microsoft
€ yy_bmcallister@nctest.org

Enter password

Forgot my password

With multi-factor authentication, you may receive a text, phone call or you may be prompted to allow access

via an app on your phone. If you’ve already authenticated as part of anotheraction prior to this one, you may
not be required to re-authenticate peryouragency’s decisions.

Y Microsoft
yy_bmcallister@nctest.org

Verify your identity

Qg Call +X XXX 14

More information

Are your verification methods current? Check at

https://aka.ms/mfasetup

Cancel
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If prompted, enterinthe data you received via phone call or text message. It probably will not be the same as
shownin the example below.

=' Microsoft
yy_bmcallister@nctest.org

Enter code

[1 We texted your phone +X 00000014, Please
enter the code to sign in.

I

197260

Having trouble? Sign in another way

More information

Verify

You are now on step 1 (of 3) of the One-Time Activation process. Inputyour NCID and Password and click on
Start Activation. Be sure to use your NCID and not the email address that you used for Microsoft multi-factor
authentication. When you click the Start Activation button, be aware that the next screen may take several
secondstoappear.

& httpsy//gw.dev-mybeacon.its.state.nc.us/ota/index.html

One Time Activation - Step 1 of 3

Welcome to the Self Services Activation!

This is a one time process to activate your access to the OSC Integrated Systems:

*NCID! yy_bmcallister

*Password: | eessssess

Start Activation ®  Exit

Far assistance call 919-707-0707 or 1-866-NCBEST4U (866-622-3784) 8 am to 5 pm Monday - Friday or visit Best Shared Services online.
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If you use youremail addressinstead of your NCID, you will receive an error message atthe bottom of the
screen.

Please ensure that you have entered your NCID correctly

(Remember this is not your email address)

If your NCIDis correct, but you’ve mistyped your password, a different error will display.

Invalid User ID / Password
(0, 49),

If you’ve entered avalid NCID and Password, clicking the Start Activation button will bring you to step 2 (of 3).
Remember, it may take severalsecondsforthe screen to appear, so please be patient.

On this step, yourlast name pre-populates andis not editable. However, you will need to input your Date of
Birth and Last 5 SSN (the last five digits of your social security number). If you choose to type your date of
birth directly instead of using the provided calendarbutton, be sure to use the properformat (MM/DD/YYYY).

Once the data has been entered, click the Submit button.

One Time Activation - Step 2 of 3

*Last Name

*Date of Birth: I =]

*Last 5 SSN: | ssses

v  Submit

For assistance call 919-707-0707 or 1-866-NCBEST4U (866-622-3784) 8 am to 5 pm Monday - Friday or visit Best Shared Services online.

If the Date of Birth and/or Last 5 SSN data does not match the system data, you will getan error message.

f you typed in your DOB and last 5 of SSN correctly, please
contact BEST Shared Services at 919-707-0707

The wording of this error message is intentional. It is possible to get this error if the name that defaultsinto
the Last Name field is incorrect. If you’ve verified thatthe DOB and SSN data have been input correctly and
youreceive this error message, contact BEST Shared Services at (919) 707-0707 or toll free at (866) 622-3784.
They may be reached via email as well: BEST@osc.nc.gov.

10/19/22 NORTH CAROLINA OFFICE OF THE STATE CONTROLLER PAGE 4 OF 5


mailto:BEST@osc.nc.gov

BPP FIO-25 — NCID One-Time Activation

Ifthe Last Name, DOB and SSN data are all correct when you click the Submit button, you will be broughtto
Step 3 (of 3) in the process. Your NCID account will have been activated, but you will still need to exercise
patience as the system must update and synchronize severalitems on its own. This may take up to 60
minutesto complete, so best practice is to wait an hourbefore tryingto access the Integrated HR-PY System.

At this point, only time is required to complete the process. Trying to log in prior to the process completingin
the background will resultin you being brought back to the One-Time Activation page. If you attemptthe
activation processagain, an error message will appear.

NCID already authenticated. It may take up to 60 minutes
before you are ablg to log into the Integrated HR-Pay
System. Please check back later. If 60 minutes have pas
contact Best

-t ~~y
/- }

Services at 919-707-0707.

Continue to be patientand try again once the hourhas passed. If you getthis error message afterthe 60
minutes are up, please contact BEST Shared Services.

Furtherassistance can be found by contacting BEST Shared Services.

Email: BEST@osc.nc.gov

Phone: 919-707-0707

866-292-4314

Change Record

e 10/10/22 — New Job Aid — Doug Genzlinger

10/19/22 NORTH CAROLINA OFFICE OF THE STATE CONTROLLER PAGE 5 OF 5


mailto:BEST@osc.nc.gov

