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Directions on Claiming Your OneRF ID

The instructions below are designed to guide users through the process of claiming a ID and password for the
Research Foundation of the City University of New York (RFCUNY)’s OneRF (powered by Workday) platform.

How to Claim Your OneRF ID
Step 1: Go to https://www.rfcuny.org/rflogonclaim, where you can enter your 3-digit Pl code or
your 6-digit RFCUNY employee ID in the box below:
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Verify Your Identity

Verify your identity to access your New Credentials

Legacy RF Code

Step 2: Once you have done this, the following screen will appear showing your new OneRF
username and a temporary password. Your new username will be in the following format:
firstname.lastname.com. Copy this username for your records and copy the temporary password —
you will need it for the rest of this process.
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Your New Account Details
Your new username and temporary password have been generated.
New Username: Jjon.doe@rfcuny.org (@ copy

Temporary Password: KCRkrxyjmke4417*> () copy

Please make a note of this information.

- Your temporary password is required to set your permanent password.
- Your username (jon.doe@rfcuny.org) will be needed for all future logins to the RF website and OneRF.

Please Click here to continue to the sign-in page.

After you finish claiming your OneRF ID, please return to this page to leg in to OneRF.

Step 3: Click on the “click here” link at the bottom of the box shown in the screenshot above to
continue to Microsoft to set up the account. This will open a new tab in your browser.
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Step 4: Once on Microsoft’s sign-in page, enter the temporary password provided on the previous
page.
5  B¥ signin to your account x | +

O « c Lol

jin.microsoftonline.com/4 46f4-4b2e-48fc-a

B® Microsoft

Enter password
j’m,sw rd

Forgot my password

Step 5: Follow the prompt and change the password - the new password will be what you use to log
into OneRF from now on. The old password is the temporary password shown in Step 2.

B¥ sign in to your account X |+

&
O « &)

QO B o loginmicrosoftonline.com/4c0b46i4-4bze-48f
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Update your password

You need to update your password because this is
the first time you are signing in, or because your
password has expired.
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Step 6: The next step is to set up the multifactor authentication (MFA). You can either:

1. Skip for 14 days
or

2. Click “Next” to set up the added security on the account

Then click “Next” to move to the next step. Please note: While you can skip MFA now, it must be set
up within 14 days as a security measure.

B® Microsoft
wdtestuser@rfcuny.org

Let's keep your account secure

We'll help you set up another way to verify it's‘y/

Skip for now (14 days until this is required)

Use a different account

Learn more about verifying your identity /

Step 7: Decide whether to stay signed in on the device you’re using by choosing “No” or “Yes” (user
preference).
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B® Microsoft

Stay signed in?

[0 This 1 fedude e anber of rmes you are asked
to sign in
Dot she 1S agin
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Step 8: This completes the process to claim and verify your OneRF ID. You can now access
OneRF by any of the following methods:

1) Returningto the user credentials page and following the link there.

2) Usingthe direct URL: https://wd108.myworkday.com/rfcuny/d/home.htmld.

3) Accessingthe link in the “Electronics Tools” section of rfcuny.org.

Step 9: When you log into OneRF for the first time, you can choose whether you would like OneRF’s
Workday platform to remember the device you are using. You can either:

1. Clickthe box next to “Remember this device” and then click “Submit”.
or
2. Click “Skip”.

e
=

Should we remember this device?

T

After Step 9, you will be logged into OneRF.

If you are unable to claim your OneRF login after following our step-by-step instructions, please
email HRPassword@rfcuny.org. Our team will be in contact with you within 1-2 business days.
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