Citizen Montana.gov Okta Account Creation and ServiceNow Services Registration

v"In order to access certain online services provided by the State of Montana, you must create a montana.gov Okta account.

v" Okta is the State of Montana’s identity and access management system. It provides citizens, state employees, and other organizations a
single way to securely login and interact with state agencies and services.

v" Once you create an Okta account for one State of Montana service, you can use that same Okta account for other State of Montana
services.

v" Some State of Montana services may require additional registration steps to connect your Okta account with that particular service.
v These instructions walk through the creation of an Okta account, as well as registering a ServiceNow Services account.

Upon clicking the link to the Visitation Application or Information Change, you will see the following screen:
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Have questions?



https://montana.servicenowservices.com/citizen?id=sc_cat_item&sys_id=df33287e97f94ad0aa47b12ef053afb4
https://montana.servicenowservices.com/citizen?id=sc_cat_item&sys_id=ed70bee197064250e650f64ef053af86

Click on the “Citizen Login” button.

If you already set up a montana.gov Okta account to access other State of Montana services, enter the email address and password for that
account, and skip to the ServiceNow Services Account Registration.

If you do not yet have a montana.gov Okta account, you must create one.

Okta Account Creation

Click the Sign up link in blue at the bottom.
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Don't have an account? Sign up

Enter your email address, first name, last name, and password, and click Sign up.
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Email

adufrechou@gmail com ‘

Last name

‘ McCue ‘

First name

‘ Audrey ‘

Password

Password requirements:

« At least 8 characters
= Alowercase letter

= Anuppercase letter
= A number

= No parts of your username

Sign Up




Next, set up and verify your email address.
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Set up security methods

@ adufrechouggmall.com

Security methods help protect your Okta account
by ensuring only you have access.

Verify with a link or code sent to your
email
Used for access or recovery

o

et up

‘ Security Question
Choose a security guestion and answer
that will be used for signing in
Used for recovery




After clicking Set up for email, you will see this screen, and an email will be sent to the email address you provided.
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Verlfy with your emall

(® adufrechou@gmall.com

We sent an email to a***u@gmail.com. Click the
verification link in your email to continue or enter
the code below.

Enter a verification code instead

Return to authenticator list

Backto signin




The email looks like this:

Welcome to ITSD ServiceNow UD - montanatest inbox = e B
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. tome «

okta

Welcome to ITSD ServiceNow UD - montanatest!
Hi Audrey,

To finish setting up your account, verify your emcil by clicking on the button

Verify your emnail

Or enter the verification code: 905624

This link expires in 5 minutes

You can either use the blue button in the email to be taken to the account creation/security setup screen,



Or from the browser you already had open, click “Enter a verification code instead” and enter the code in the email.
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We sent an email to a***u@gmail.com. Click the
verification link in your email to continue or enter
the code below.

Enter a verification code instead

Return to authenticator list

Backtosignin




Once you have entered the code or clicked the button from the email, you will be prompted to set up a Security Question.
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Set up security methods

@ adufrechoug@gmail.com

Security methods help protect your Okta account
by ensuring only you have access.

Set up required

Security Question

Choose a security question and answer
that will be used for signing in

Used for recovery

Setup

Back to sign In




Select a question, or create your own, then enter an answer and click Verify.
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Set up security question

(® adufrechou@gmall.com

(®) Choose a security question

() Create my

security question

Choose a security question

| What is the name of your first swuffed animal?

Answer

Return to authenticator list

Back 10 si




If you would like to set up multi-factor authentication with an app on your phone, click on Okta Verify and follow the instructions. If you would

like to skip this step, click “Continue.”
_ - -
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Set up security methods

®) jefoloc899@equox.com

Security methods help protect your Okta account
by ensuring only you have access.

Set up optional

0 Okta Verify

Okta Verify is an authenticator app,
installed on your phone, used to prove
your identity

Used for access

Set up

Back to sign in

Once the account creation is complete, you will be directed to complete your ServiceNow Services registration.



ServiceNow Services Registration
Once you login with your Okta account, or after creating your Okta account, you will be prompted to complete registration of your Okta account
for ServiceNow Services.

Select that you are not representing a business:
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Complete your registration

Please fill out the following information to complete your registration
Once the form is complete and the Save button appears you will be logged out and we will require you to relogin

Please select an option that describes your purpose here

‘ beg ‘

I am not representing a business

| am representing a business
I'am a Sole Proprietor ‘
I am a Proxy for the State

Once you complete registration, you will be logged out.



Upon logout, you may see one of the following screens, or something different.

You may see a screen like this:
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SEARCH KNOWLEDGE

n

Knowledge Bases

Communications
85 articles

Communications Il
0 articles

ﬁ Department of Public Health & Human Services

0 articles

E DNRC Policy
0 articles

DPHHS - Policies and Procedures

24 articles

a Economic Transformation, Stabilization & Workforce Development
Oarticles

E Enterprise Budget Formulation

15 articles




Or this:
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Citizen Login

State Login

Have guestions?

Or a different logout screen.



If you see this screen, you can search for or scroll to find the Visitation Application and click on it to access the application.
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Regardless of which screen you see at this step; you need to use the link to the service you are requesting.

Click here to access the Visitation Application or here to access the Information Change.

Accessing a ServiceNow Service with your montana.gov Okta/ServiceNow Services registered account

Click here to access the Visitation Application or here to access the Information Change.

Click on the citizen login.
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Have gquestions?




Sign in with the email address and password for the montana.gov Okta account you created and registered for ServiceNow Services.
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] Keep me signed in

Forgot password?

Help

Don't have an account? Sign up

You will then be directed to the State of Montana ServiceNow Service you requested.
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