
After logging in for the first time, you will see the 

normal login flow and will have to accept Terms and 

Conditions.



After accepting Terms and Conditions, the user will be 

prompted to reset their password.



Users will login using their default password and will be 

required to have at least one form of electronic 

communication.

Users will now have to verify any newly entered personal 

email addresses. Clicking SEND will send a 6-digit 

verification code to the employee using the email address 

or Text/SMS number to be verified.

This will only be required when an employee enters a 

new personal email or Text/SMS number. These can be 

updated here or from the Account Information – Personal 

Information page in MBE.



The next time the user logs in they will be prompted to send a 

verification code to the e-communication device of their choice.

Their preferred Communication will be selected by default and 

they will be able to choose any of the other email addresses or 

Text/SMS devices registered to their account.

Notification that the code has been sent will appear. Once 

received, the user must enter the 6-digit number and click Verify.

Codes are valid for 30 minutes. If the employee is unable to enter 

the code within the allotted time, they can resend a new code. 

Codes can be resent as many times as needed. Clicking Resend 

code will send a new code and make any previous codes invalid.

Remember this device can be checked to avoid entering a code 

every time the employee logs in from the same device. This will 

stay in effect indefinitely, or until the users clears their browser 

cache. Users can have multiple devices remembered. 


