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MUSE: Log in Guide

How to Log in for the First Time and Access Your Emails and Induction Course
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How to Activate your University of Sheffield IT Account

1. In your internet search engine, navigate to the University of Sheffield homepage; www.sheffield.ac.uk

2. Click on Log in to MUSE

A  LogintoMUSE

B, UIllV@I‘Slt of

Y

Home > Welcome to MUSE

Welcome to MUSE

MUSE provides single log-in access to the majority of the University's online

services and provides secure access off campus.

3. Click on Students

University of

Shefﬁeld

New to Multi-factor authentication (MFA) or got a new device? Check our MFA pages for guidance a

Login Problems Ioggi’

Students
Username:
| Staff
Password: Applicants
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4, Click on Next

7,

UniverSEty of Account management
Sheffield

Student usernames and passwords
If you have forgotten your University username or password you can reset your password online and get a reminder of your username too.
You will need your date of birth and one of the following:

¢ your University username
* your UCard number @

* your registration number @

At the moment this system is only available to current students. Staff will need to contact IT Service Desk for support.

MFA

Having problems logging in with MFA due to changing your device? You can manage your registered MFA devices in the Device Management Portal.

Next »

5. Follow the instructions, you only need one of the three details below and your date of birth. You will be using your
username to log in, enter it into the box. You should have been sent your username by Central Student Support, search
for the email from them containing your username if you do not know it.

Step 1 Step 2 Step 3 Step 4 Step 5

Confirm identity Select contact method Enter verification code Choose password Finish

Confirm your student identity

To confirm your identity we need you to provide some of the information we hold about you. You need to -
enter your date of birth and either your UCard number, username or registration number.

Provide one of these details Help
L EmETE If you're having problems finding your UCard
beoldef number or registration number they are printed
e.g. abc0lde

on the front of your University UCard.

MFA
Having problems logging in with MFA due to

UCard number

e.g. 001234567

Registration number changing your device? You can manage your

registered MFA devices in the Device

Management Portal.

Provide your date of birth

Day Month
eg. 11 January
Next >
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6. You will now come to the multi factor authentication section, where you will be required to use an app called DUO

Mobile. Click start setup to begin.

Protect Your University of Sheffield Account

Two-factor authentication enhances the security of your account by using a secondary device to wenfy your identity. This prevents anyone but you from accessing your
account, even if they know your password.

This pracess will help you set up your account with this added layer of security.

7. Select the type of device you want to use; mobile phone is recommended.

Enter your phone number. This must be a phone that can download apps from an app store, you will be using this
device to download DUO Mobile and log in.
Enter your phone number
United Kingdaom bl

+44

Example: 121 234 5678

8. A checkbox will appear, after checking you number looks correct, tick this to confirm and then press continue.

Enter your phone number

Jnted Kingdom v

+44
v21234 5678

E You enterec Is this the correct number?

| = YIS
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9. You will then need to select what type of phone you are adding from the list shown.

What type of phone is +44 7!

{:i:. iPhone
Android

Windows Phone

10. If you have installed the Duo app, click I have Duo Mobile installed button. If not follow the instructions; go to
your app store on the device you chosen (the one you entered the mobile number for), search Duo Mobile and
download/install the app. You can now click “I have Duo Mobile installed”.

Install Duo Mobile for iOS

1. Launch the App Store app and search for "Duc Mobile”.
2. Tap "Get” and then "Install" to download the app

duo mobile

Duo Mobile
Duo Security

g ™\
GET |
J

E | have Duo Mobile installed

11. A screen with a QR code will then appear. Open your Duo Mobile app.

In the app press the + button.

Your phone/mobile device camera will come on and you will be invited to scan the QR code. When the code is
recognised, click Continue button.
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12. Choose one of the authentication methods. You can either select to choose a method each time you log in, or
for an automatic push notification to be sent to your phone/device which you can click to log in. Save your
choice and then continue to login.

My Settings & Devices

(3 i0S +44 NEEEEEEEER .UST ADDED

+ Add another device

Default Device i0s +44 TN

When | log in: Ask me to choose an authentication method v

Ask me to choose an authentication method

Automaticaly send this device a Duo Push

Continue to Login

13. After successful enrolment, click Send Me a Push. You can also check the Remember me for 7 days checkbox
to extend the validity of your push. A push notification should then come through to your phone/device. Click on
this to log in.

Choose an authentication method

Duo Push RECOMMENDED Send Me a Push

E] Passcode Enter a Passcode

[0 Rememberme for 7 days

14.You have now successfully logged in.
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How to Log in After Activating

Once you have activated your account all you need to do to log in is the following.

1. Go tothe University of Sheffield homepage www.sheffield.ac.uk and click on Log in to MUSE.

A LogintoMUSE ‘

A University of

Shefﬁeld

Study ~

Home > Welcome to MUSE

Welcome to MUSE

MUSE provides single log-in access to the majority of the University's online

services and provides secure access off campus.

2. Enteryour username and the password you chose and click log in.

New to Multi-factor authentication (MFA) or got a new device? Check our MFA pages for guidance a

Login Problems logging in?
Students
Username:
| Staff
Password: Applicants

EEECTE <
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3. You will then either be logged in or asked to confirm with DUO Mobile. If you ticked “remember me for 7 days”
then this step shouldn’t appear for 7 days.

Choose an authentication method

Duo Push RECOMMENDED Send Me a Push

[0 Remember me for 7 days

How to Access Your University Email Account

After logging into MUSE, you can access your University of Sheffield email account by clicking on My Services and then

Google Mail.

4 Public website v My services ‘
Google Mail myJob arrye-Recruitment Blackboard

Google Calel myPurchase for requisitioners StarPlus - University Library
Google Driv cis Lt

Telephone di CIES Student
Google Chat Parking permits

Google Meet

View all services

University of

Sheffield

Home > Welcome to MUSE

Welcome to MUSE

MUSF nrovides single log-in access to the maioritv of the Universityv's online services and

Please note: During your studies, you should check your Google Mail at least once per day because this is the main
channel by which tutors and admin staff will issue important information, announcements and updates to students.
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Respond to the Google Form

When you first log in to your Google Mail account, you should see an email from USIC Registry with the subject
“Confirm This Email Address is Active”. This email contains a link to a Google Form which you must fill in as part of
your registration.

You do not need to reply to the email, simply click on the link in the email and fill in the form.

Confirm This Email Address is Active

USIC Registry
To USIC Registry

Dear Student,

Please confirm that this IT account has been activated by using the form below.

To confirm to us that you have < iccessfully activated your University of Sheffield IT account, please click on this link and input your name, student |D and username:
https://forms.gle/..

Kind regards,

Registry & Operations Team

University of Sheffield International College

How to Access Your Induction Course

1. After logging into MUSE, click on My Services and then Blackboard to access the teaching and learning environment.

4 Publicwebsite v Myservices  Luke| Logout

Google Mail myJob / myTeam / e-Recruitment Blackboard
Google Calendar myPurchase for requisitioners StarPlus - Univers
Google Drive CIs S
Telephone directory CIES Student
Google Chat Parking permits

Google Meet

View all services

University of

Shefﬁeld
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2. Click on the Courses tab. You will see all your Blackboard courses here eventually, usually at the end of registration

week. For now, you will just see the Virtual Reception and Induction.

Search Induction in the search box.

Blackboard Courses

Digital Resources é Academic Year 2023-2024

Luke Whitham

Activity Stream EE Q mducuon* X | F
Courses ‘ Academic Year 2022-2023

Organisations

Due Dates Calendar

Messages

SICC103.22

USIC Student Induction Programme
Marks and Feedback (ACADEMIC YEAR

Open
Tell US & Tools

Multiple Instructors ® o

The induction course should then appear in the list (it may look slightly different from the image above). Click into this
and read through the content. This is also part of your registration, and we will check to ensure all students have visited
the Induction Course.



