Setting Up Your Account in Global HR

1) You will receive an e-mail from donotreply@infor.com Do not delete this e-mail or mark it as
phishing. This e-mail contains the link you need to click to activate your account. The e-mail will
look like this:

Hello I—

Welcome to Infor CloudSuite™. Please verify your account by clicking the
link below.

https:#/mingle-portal.inforcloudsuite. com/COUNTYOFROANOKE PRD/?
verificationid=19000.AEZmS6u4v4R4YPal97TM2%
2buZJTG1daCrzDs5zm0qYN46md%2bUTtKSUz0siMc%2bk4P%2{cEQ%
3d%3d

(Note: If the link does not work, copy and paste the entire web address into
the address field of your browser.)

Supported Browsers
« IEN
« Microsoft Edge
+ Chrome for Windows and Mac OS
« Safari 8.0.x for Mac OS only
« Safari 9

This link will expire in 168 hours. To resend another registration email, go
to Infor Ming.le URL. Click Forgot Password and follow the prompts. Enter
your email address and click Submit to generate a new email fo setup your
account

If you have any questions about this request, contact us by clicking here

Thank you

2) When you click the link you will be directed to the page to set up your account.

1) You will need to enter your First and
Last Names. Please use ALL CAPS

Set up the Infor OS identity. When ente ring.
> 2) Enter aTitle. Ex. Teacher, Counselor,
i . . . .
Instructional Assistant, Administrative

Assistant. Etc...
3) You will need to enter your RCPS
3 email address.
4) Create and Confirm your Password.
Password Requirements are:
e 8 characters in length
e At least 1 uppercase letter
e Atleast 1 lowercase letter
e Atleast 1 number

Type

ty47

1 )

Try a new code

e At least 1 special character. Ex.
6 @43

5) Enter the characters shown

6) Click Create Account

3) Once you create your account you will be sent to the confirmation page, click continue.

The setup of your Infor OS identity is complete. The information you
provided has been saved

Bl



4) You will then be redirected to a login page. Where you can log in to your account. Note that
your username is the email address where you received the invitation email.

5) You will also receive a confirmation e-mail with a link that will take you to the login page. The e-
mail will look similar to this. Again, it is not a phishing e-mail so please don’t mark it as phishing.

Hello A

Welcome to Infor CloudSuite™. Your account is activated. The link below
allows you to sign in using your new account.

hitps://mingle-portal.inforcloudsuite.com/COUNTYOFROANOKE TST

(Note: If the link does not work, copy and paste the entire web address into
the address field of your browser.)

Supported Browsers
« ENM

«  Microsoft Edge

« Chrome for Windows and Mac 0S
«  Safari 8.0.x for Mac OS only

« Safari®

“You may want te save this email or bookmark the link above for future
reference. Your Infor Ming.le administrator is; Administraiors

If you have any questions about this notification, contact us by clicking
here.

Thank you

6) If you choose to bookmark the login page on your browser, you’ll need to login then create the
bookmark. You can also access the login page by going to www.rcps.us, click on Staff, then click
on Global HR.



