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A USER GUIDE DESIGNED TO HELP CREATE AND MAINTAIN PERSONAL ACCOUNTS IN myNHDOE,
THE NH DEPARTMENT OF EDUCATION SINGLE SIGN-ON SYSTEM FOR ACCESSING
SECURE APPLICATIONS

A collaborative effort by
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INTRODUCTION
myNHDOE is the single sign-on system for the NH Department of Education (DOE) and provides users
access to the Department’s secure applications with a single login. Once a user has successfully created
an account and logged into the system, they have the opportunity to be granted access to the various
applications necessary to conduct business with the DOE.
This User Manual provides detailed instruction for the general user on how to create a new account,
reset a forgotten user name or password, maintain their myNHDOE profile and request permission to
specific systems in myNHDOE.

Getting Started
Users can access myNHDOE by going to https://my.doe.nh.gov/myNHDOE/Login/Login.aspx through a
web browser such as Internet Explorer, Safari, Firefox, or Chrome. This link will open the myNHDOE
Login page.
The Login page provides the means to login to an existing myNHDOE account, create a new account, or
retrieve a forgotten user name or password. Additionally, the Login page contains a menu of helpful
links for the end user. These include specific Help features – such as the ability to contact the myNHDOE
help desk, access user manuals, and read FAQs – and several Quick Links to help the user easily navigate
to the either DOE Home page or the NH Profiles and Report Card.

Create a New Account
Users who are new to myNHDOE must create an account in order to gain access to secure DOE systems.
To create a new account, select the hyperlink, “New user? Create an account here” from the login page.

When the link is clicked, the system will launch a wizard that steps through the short process to create
an account.
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In Step 1, the user’s first name, last name, date of birth, and primary email address are required. This
step also allows for the entry of an alternate email address. The email addresses will be used if a user
needs to go through the “Forgot Your Username/Password?” wizard, and should be an email address
that would not be disabled if a job change occurs (such as moving from one district to another). If you
prefer to use a work email as the primary email on your account, it is important to remember to
manually update the primary email address in your profile should it change or otherwise become
invalid. This is especially important if choosing not to provide an alternate email address.
If a work email is used as the primary email address, it is recommended that a personal email address
be supplied as the alternate email. The alternate email is optional and, if provided, will be used to verify
your account if you are requesting a password reset and your primary email address is no longer valid.
Select the Next button once the required information is provided.
The system will perform a number of validation checks to make sure the account being created is not
a duplicate. These checks are intended to help keep single sign-on user accounts error free. If the
validation check finds errors associated with your new account setup, an error message will be
presented with guidance on how to correct the error or how to request help.
If no errors are found, the wizard will advance to Step 2 of the Create User Account Wizard.
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The next step asks for some specific profile information for the account. Please provide a User Name,
Password, Town of Birth, and a Secret Question and Answer. The User Name and password will be used
to log into the system once the account has been created. The Town of Birth and Secret Question and
Answer will be used to validate the account when resetting the username or password or otherwise
verifying the account. When providing your town of birth, make sure to only use the name of the town
(e.g., “Franklin” not “Franklin, NH”), and make note of the specific capitalization and abbreviations
you’ve used for future reference (e.g., “St. Augustine” vs. “saint augustine"). When providing your
secret question answer, make note of the exact wording for future reference (e.g., in response to the
secret question, In what city was your first job? your answer may be “Manchester, NH” or
“Manchester”).
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The final step of the wizard will ask you to finalize your account creation. Select the Previous button to
go to the previous pages if you wish to make changes to your account settings. Once satisfied with the
account settings, step through the Wizard to the final step, and select the Submit button to create the
account.

When the account has been successfully created, a System Listing page will appear that shows the DOE
systems that can currently be accessed with your account. All new users, whether they are an educator
or not, will have access to the Educator Information System in order to apply for a NH educator
credential. If you are a NH Educator, click the link to add your NH Educator ID to your profile. This will
ensure you have permission to systems that require an Educator ID to access. See instructions for how
to Request System Access to learn how to get access to additional systems.
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MyNHDOE will continue to be accessible while systems are actively being used. If the user session
becomes idle for too long it will be necessary to log back into myNHDOE to gain access to your systems.
Should this happen, a message indicating that the session has expired will be displayed.
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Login and System Access
To log in as an existing user, provide your User Name and Password then select the Login link.

After successfully logging in, the System Listing page will display a list of systems the user has been
granted permission to access. Click the green colored text link below the System name you wish to
access in order to access the system or to expand the list of roles available if more than one role is
assigned to the user to access that system (e.g. “District Administrator” and “District Teacher”).
When the link is selected, myNHDOE will launch the selected system. Each system will have a link in its
menu to return to myNHDOE. This will return the user to the myNHDOE system listing, where a
different system and role can be accessed without requiring the user to re-enter their log in credentials
again.
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Request System Access
Users affiliated with an educational entity such as a SAU, District,
School should contact the Local Security Administrator for their entity
to request system access. A list of Local Security Administrators can
be found by selecting the “Local Security Administrators” link under
the Quick Links heading of the left menu.
Users not affiliated with an educational entity should request system
access by selecting the “Contact Support” link under the Help heading
of the left menu.

Reset User Name and/or Password
Although the myNHDOE system has reduced the number of required login accounts to access DOE
systems to a single account, it is still possible to forget either the user name or the password associated
with the account. In this event, select the “Forgot Your User Name/Password?” link to start the process
of retrieving your account information.

Step 1 requires you to identify the problem you are having and the email address used when setting up
the account. You may enter either the primary email address or the alternate email address associated
with your account. Once you have entered the required information, click the “Next” button.
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The email provided will be used to
search the myNHDOE system for a
match on either the primary or
alternate email address. An email will
then be sent to the address supplied.
Check the appropriate email for a
message from myNHDOE; be sure to
check your spam or junk mail folder(s)
if necessary. The email will include User
Name and Password reset instructions
as well as a link to reset your profile
information. Click the link in the email
or copy and paste the link into a
browser to continue the Wizard.
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Step 2 will ask for the answer to the secret question selected during the account creation. Provide the
answer and select “Next”.

Step 3 is the final step of the “Forgot Username or Password Wizard” and provides the opportunity to
set a new password. The password must be between 8 and 20 characters, contain at least 3 types of
characters, and cannot be one of the previous 10 passwords used. Select “Submit” to finalize the
password change. Your Profile information will be updated and you will be redirected to the System
Listing page.
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Manage Your Profile
To manage your profile, select “My
Profile” from the main menu bar across
the top of the myNHDOE screen.

Then select “Edit Profile” above the User
Name.

When the Edit Existing User page is opened you will be able to update or change your User Name,
Password, Secret Question and Answer, Town of Birth, Email, and Alternate Email addresses. When you
have completed any updates, select the “SAVE – Please save the user information” radio button at the
bottom of the page, then click the “Submit” button to save your updated profile. If you do not wish to
save your changes, select the “CANCEL – Please cancel the wizard” radio button and then click “Submit.”
If you cancel the wizard any changes you’ve made will not be saved.
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The Profile page also provides several tabs that contain useful information for the user:

 The User Roles tab shows the systems and associated roles assigned to your profile.
 The Transactions tab shows the myNHDOE transactions completed as you navigate around your
myNHDOE account.

 The Systems Accessed tab shows the systems you have most recently accessed and your system
access history,

 Lastly, the Password History tab show the history of password changes associated with your
account.

Summary
myNHDOE is designed to be user friendly and intuitive so that you can conduct business with the NH
Department of Education at your convenience. The myNHDOE team has attempted to provide the
mechanism to assist you with on-line help, if needed, and the means to contact us if problems are
encountered that cannot be resolved without assistance.
We welcome your feedback and suggestions, which can be provided to us by selecting the Contact
Support link from the left Help menu, or by contacting the DOE Help Desk at (603) 271-2775.
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