Infarmatian Technalaogy Department

Creating an Account for nVision Online Portal

. In any web browser, from any device with internet, navigate to the website
brentwood.nvisiononline.net and click register.
Enter your information in all fields. You should use your BUFSD email to register, and your
Brentwood Employee ID number. Note your Zip Code should be your personal Zip Code that matches
what is in your HR file, not the District’s Zip Code.
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Register

Login Brentwood UFSD

Emoail Address

First Name Laist Name

Brentwood UFSD

User name or email address

Employee Id Last 4 of SSN
Password See your pay stub.
Zip Code Date Of Birth

mm/dd/yyyy

o Remember me password?
Password

Already registered? Login
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3. Create a unique password that is at least 13 characters long containing at least one of each of
the following: lowercase letter, uppercase letter, number, and special character. It should
contain no part of your name or the word “password.”

a. Ifyour password does not meet the complexity requirements for the site, it will display
what is missing in a message below the password field. Once it displays it meets all
requirements, click Register.

Weak - Password must be at least 13 characters long

Fair - Password must contain at least one non-alphanumeric character

Fair - Possword must contain ot least one digit

Strong - Password meets all requirements

Phone: (631) 434-2308 Email: informationtechnologies@bufsd.org



https://brentwood.nvisiononline.net/

O

You will then be prompted to confirm your email. Enter your BUFSD Confirm your smaill/phone
email and click verify. Brontwood UFSD

Your email needs to be verified. Click the Verify
button below and an email will be sent to you to
confirm your identity.

Check your BUFSD outlook for an email from -

no-reply@nvisiononline.net. Although it will display the yellow bar, 'w

itis a safe email. Click confirm email.
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nVision <no-reply@nvisiononline.net: —_—
To

[EXTERNAL] This email originated from outside of the organization. Do not click links or open attachments unless you recognize the sender and know the content is safe

CAUTION: This email originated from outside your organization. Exercise caution when opening attachments or clicking links, especially from unknown senders.

Welcome to nVision

You're receiving this message because your email address requires
verification before signing into nVision.

Confirm your email address by clicking the button below. This step adds extra
security to your account by verifying you own this email.

contim Emat &

6. You will be redirected to the main login page. Login with your BUFSD email and the password
you created when you registered.

7. The last step will be two factor verification. Email will be the only option. Click submit.

O

Two factor verification

Brentwood UFSD

This extra step shows that it's really you trying to
sign in. Select a method to receive your 6-digit
verification code.

Verification method

Email

e
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8. Checkyour BUFSD email for your code, enter it and click submit.

O

Two factor verification
Brentwood UFSD
Please enter the verification code sent to you.

Code

o Remember me
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9. You will then be successfully logged into your nVision Online Employee Portal.

Please note steps 10-12 are optional, should you wish to add your personal phone humber
into your portal for an extra verification step. We highly recommend adding this as it helps
keep your account and your personal information more secure.
10. Once you login, you have the option, if you desire, to add your personal phone number as
another method of contact and verification. Under your name on the top right, click My
account.

Welcome

Brontwood UFSD

My account [

Log out

11. In the personal information tab, you can add a phone number in and click submit.
Personal information

User name *

First Name Last Name

Email *

Phone number /

L C—

12. You will be directed to verify your phone number via a text message the system will send to you.
Enter the code and click save, and your number will be verified.
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