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Getting started with Molina:
Signing in on your first day

On behalf of Molina, we would like to extend a warm welcome to you on your first day. Please follow
all of the steps in this document to log into your Molina accounts and get started.

Before you get started: Please have the following items available:
e A Windows laptop.
e Your smartphone (personal or work-issued)
e Your new Molina email address (located in the email you received from
ITOnboarding@molinahealthcare.com)

Step 1: Signing into your Molina account

e Open a web browser on an available computer.

e Go to https://office.com.

o If you are signed into Office 365, sign out by clicking on the profile circle on the top right-
hand corner of your screen and clicking Sign Out.

e Open a new browser window, go to https://office.com, and click Sign In.

o If you receive the below message saying “Sign back in as...,” select Switch to a different

account.
Switch to a different@

e Inthe sign in dialog box, enter your Molina email address in the username field.



mailto:ITOnboarding@molinahealthcare.com
https://office.com/
https://office.com/
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e When prompted to enter your password, select Forgot my password.

Note: The password you created to open the email is different and is only used for that
purpose. The password you create in this step will be for your Molina account.

Enter password

Password Password Requirements:

Minimum 15 characters in
Forgot my password length

At least one uppercase letter

e Continue to follow the prompts until you are signed into

your Molina account May not contain your name

or any part of your user ID or

Note: The first time you sign in, you must set up Phone email address

sign-in, using a smartphone, following the instructions May not be changed again
below. until 24 hours has passed

Step 2: Download and install Microsoft
Authenticator on your smartphone.

® Download and open the Microsoft Authenticator App from either the Apple App Store or Google
Play. (Note: If you’re unable to download the app due to the age of your phone, please contact
your manager for assistance)

® On your phone, click Skip in the upper right-hand side of the Microsoft Authenticator App.
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e Onyour phone, click Add Account.

e On your phone, select Work or School Account.
e On your phone, select Scan QR Code.
Note: It may ask you to allow access to your camera. If so, please approve it.
e Return to your computer and click Next until you see a QR code on your computer screen.
e Point your phone camera at the QR code on your computer screen.

e After you have scanned the QR code, the Microsoft Authenticator app should open on your phone.
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= Authenticator

Malina Healthcare
Peter.Juvinall@molinahealthcare.com

Authenticator Passwords Addresses Verdfied IDs

e On your computer, select Next.

e On your Phone, you will be prompted to test and approve an Authenticator request using the
authentication method that you normally use to unlock your phone (e.g., fingerprint, FacelD, or
pass code). If prompted, enter a backup verification method such as your smartphone number.

e On your Phone, select your Molina account on Microsoft authenticator and select Enable phone
sign-in.
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Molina Healthcare
@ John.Johnson2@molinahealthcare.co

m

Notifications enabled
You can use this device to approve notifications to verify your
sign-ins

One-time password code
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< Q\  Enable phone sign-in >

@\ Chanae password

e Onyour Phone, select Continue and re-enter your password.

e Onyour Phone, enter the number that appears on the screen. On iPhones, you may need to
select | can’t see the number.
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Are you trying to sign in?
APPI ol Heatthcare
John.Johnson2@molinahealthcare.com
9 BB crier the number shown to sign in.
nur

App: Microsoft Authenticator App

Enter number

No num! to the
latest ve

N it aaat oo
us
| can't see the number

e On vyour Phone, finally, click Register. Now, you will have the ability to log into all Molina
systems just by sending a 2-digit code to your phone without needing to remember a password.
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Do you have a Molina provided laptop?
Turn on the laptop and follow the instructions.

Need help? Watch this video.

Molina Contractors\Vendors without a Molina Laptop,
follow these steps

Sign into Azure Virtual Desktop (AVD)

Download and install the current Windows App by clicking here.
o Your company may have restrictions on your computer that limits your ability to do
this yourself. If you encounter issues, please consult your company’s IT team\the
provider of your work computer.

e On your computer, go to Windows Start (== ) in the bottom left-hand corner of your screen and
search for Windows App.

Q windows app|

| & o Work  Apps  Documents ~Web  Settings Peo B m ® -

Best match

Wind A
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Search work and web Windows App
App

@ Windows app - See work and web
‘ results

Click on the app to open it.

When Windows App opens, click Sign in.

Choose Use another account and enter your Molina email address when prompted.



https://f.io/QwNYyo8t
https://apps.microsoft.com/detail/9n1f85v9t8bn?hl=en-US&gl=US
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e Once logged in, the desktops displayed can be used. Select any of the Virtual Desktop icons.
(Don’t worry if there are duplicates, they all lead to the same place.)

‘m Windows App o 2 - o x
%
Devices a <
|=
©o - -

e Follow the prompts to log in and use the connection to Molina like a normal laptop.

Need technical support?

For help connecting to Molina systems, we have a dedicated Teams help line to assist you on your
first day of employment from 8-12 p.m. To join, click here (from your laptop) or call (872) 239-5788,
Phone Conference ID: 654 679 238#.


https://teams.microsoft.com/l/meetup-join/19%3ac2723c022e5641f895f5d0aa9dd7d904%40thread.tacv2/1714065644436?context=%7b%22Tid%22%3a%225e625f8d-0b53-4f56-9e46-19fa14bb2e5c%22%2c%22Oid%22%3a%22e4d826a2-3c4a-4132-a007-39a76406fe5f%22%7d
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