


Introduction: what are we doing, and why?

We're committed to making the way we access our personal details
and pay in MyHR as secure as possible.

What's changing?

You can now access MyHR through a Microsoft Guest Account. You
will receive an invitation from Microsoft to your personal email
address from ‘Microsoft Invitations on behalf of The Co-op
Group’

When you set up this access, you will need to set-up Multi-Factor
Authentication to make sure the person signing in is really you. You
can set this up with a text message code, the Microsoft
authenticator app, or through a phone call.

Microsoft Invitations on behalf of The...
2 s ago Details

This message has been modified to fit your screen. Tap here to
show original.

o Please only act on this email if you trust the organization
represented below. In rare cases, individuals may receive
fraudulent invitations from bad actors posing as legitimate
companies. If you were not expecting this invitation,
proceed with caution.

Organization: The Co-op Group
Domain: coop.co.uk

If you accept this invitation, you'll be sent to
https://myapps.microsoft.com/.

Accept invitation




Setting up a Guest Account

1. Login to your personal email account, and you will find a Microsoft
invitation. If you can't find in your inbox, check your junk/spam folder.

‘ Microsoft Invitations on behalf of The Co-op Group

Open this email and Click on Accept invitation

. Microsoft Invitations on behalf of The... 4

This message has been modified to fit your screen. Tap here to

show original

o Please only act on this email if you trust the organization
represented below. In rare cases, individuals may receive
fraudulent invitations from bad actors posing as legitimate
companies. If you were not expecting this invitation,
proceed with caution.

Organization: The Co-op Group
Domain: coop.co.uk

If you accept this invitation, you'll be sent to
https://myapps.microsoft.com/.

< Accept invitation >

2. Click on Send Code

co
op
b2a07ey.11u6h3s@gmail.com
Sign in

We'll send a code to b2a07ey.11u6h3s@gmail.com
to sign you in.

Terms of use  Privacy & cookies  +.-




Setting up a Guest Account

Check your personal email account for a Verification Code

3

nonprodcoop.onmicrosoft.com
Account verification code

To access nonprodcoop.onmicrosoft.com's apps and resources, please use the code below for account verification. The code will only work for 30 minutes.

Account verification code:

31986488

If you didn't request a code, you can ignore this email.

Privacy Statement
Microsoft Corporation, One Microsoft Way, Redmond, WA 98052

[ & Reply )( ~ Forward ) (@)

4. Enter Verification Code and Click on Sign in

login.microsoftonline.com

co
op

< b2a07ey.11u6h3s@gmail.com

Enter code

We just sent a code to b2a07ey.11u6h3s@gmail.com

Enter code

Terms of use  Privacy & cookies ..+
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Setting up a Guest Account

Click on Accept

login.microsoftonline.cc

Permissions requested by:

The Co-op Group

cooponline_.onmicrosoft.com

By accepting, you allow this organisation to:
Receive your profile data

Your profile data means your name, email address, and photo

Collect and lag your activity

Your activity data means youwr acoess, usage, and content
associated h their apps and rezources

Use your profile data and activity data

This data may be used with your access and use of their apps

and resounces, as well as to create, ntrol, and adr
account according o their policies

You should only accept if you tr The Co-op Group. The Co-op
Group has not provided links to thelr erms for you 1o review. You
can update these permissions at

waccouwnt microsoft.comysorganizatio

ore

This resource is not shared by Microsoft.

Cancel

Terms of use  Privacy & cookies

Click on Next

loginmicrosoftonline.com

co
op
b2a07ey.11ubh3s@gmail.com

More information required

Your organisation needs more information to keep
your account secure

se a different account

Learn more

Terms of use _ Privacy & cookies




Setting -up multi-factor authentication (MFA)

7. The default method is to download the free Microsoft Authenticator

app which you need to have installed on your mobile device from the
App Store.

If you want to use the Authenticator App, download it to your mobile
device and choose Next.

If you want to setup a different method, such as a text code, click
‘I want to set up a different method’

Keep your account secure

Microsoft Authenticator

e Start by getting the app
On your phone, install the Microsoft Authenticator app. Download now

After you install the Microsoft Authenticator app on your device, choose "Next”




Setting -up multi-factor authentication (MFA)

7b .| If you chose | want to set up a different method at the bottom left of
the screen, a pop-up appears, and you can choose ‘Phone’

Choose a different method x

Which method would you like to use?
Choose a method
Authenticator app

Phone

Make sure you have selected the correct country code, and then enter
your phone number without the first ‘0’. You can then choose to

7c.

‘Receive a code’ via text message, or ‘Call me’ where you can verify

when you’ve answered the call.
Continue the steps to complete multi-factor authentication set-up.

88

Keep your account secure

Phone

You can prove wha you are by answering a call an your phone or receiving a cade on your phone.

ne number would you like

‘ United Kingdom (+44) Enter phone number

®
(@) Receive a code

O callme

Message and data rates may apply. Choosing Next means that you agree to the Terms of service and Privacy
and cookies statement,

Lwant to set up a different method




Accessing MyHR

8. You can visit MyHR the way you did previously through bookmarks
and links

Enter your personal email address, choose ‘Next’
Enter your personal email address password

go co
P on

Verify your identity

Enter code

[ We've texted your phone +XX XXXXXXXXX75.

D Text +XX XXOOXXXXXTS :
Please enter the code to sign in

% Call 300 XOXXKXTS

=D

Choose your verification Enter the text code or verify
method to verify your identity with a call, and select Verify to
login to MyHR
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