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1.0 Introduction

You may have only one Conexus account, and it will be associated with a specific work email
address. However, you may access that Conexus account using two methods:

* PIV/CAC account

* User ID & Password + time-based one-time password (TOTP)
Your agency will determine the appropriate method for you.

If you have any questions, contact the ITCSC Helpdesk at 855-482-4348 or email them at
ITCSC@gsa.gov, Sunday from 8:00 PM ET through Friday at 8:30 PM ET.

2.0 Logging into Conexus Using Your PIV or CAC Card

1. Go to the Conexus website: https://conexus.gsa.gov.

2. Click the Log In menu option on the main page.

Conexus Log In About Features Links Help

3. Click the here link to view the Rules of Behavior.

Log In/Register

Existing Users New Users
Click here to view the Rules of Behavior Click here to view the Rules of Eehavior
| accept the Rules of Eehavior | accept the Rules of Behavior

4. Check the box to accept the Rules of Behavior.

5. Click Log In.
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6. If you did not previously save an Agency selection:

a. Select your agency.

Please select your

Agency

Agency

Submit

b. Click Submit.

c. Click Yes or No, as you prefer.

Save Agency?
You have selected Other Azency. Do you want to save this as vour default agency for all future logins?

MWote: If you need to change your default agency in the future, you will need to delete your browser cookies.

Hn

7. With your PIV/CAC smart card in your computer, click Log In with PIV/CAC.

Log In with — Log Im with
PIV/CAC Password

Pasaword

B :how Pazsword

Log In with PIV/CAC Log In with Password
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8. Select your authentication certificate and click OK.

Select a certificate x
Select a certificate to authenticate yourself to www.eauth.usda.gowvd43
Subject Issuer Serial o
Entrust 5B34A20F
Entrust 48549667
Entrust 48549666 "
Certificate information “ Cancel

9. Enter your credentials and click OK.

ActiviD®

ActivClient®

Please enter your PIN.

PIM TIIIT

QK Cancel

You will now be logged in and see the Conexus Dashboard. You may perform any
Conexus activities that your permissions allow you to perform.
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3.0 Logging into Conexus Using Your User ID & Password +
Time-Based One-Time Password (TOTP)

1. Go to the Conexus website: https://conexus.gsa.gov.

2. Click the Log In menu option on the main page.

A o - : o
COnNExUs Log In About Features Links Help

3. Click the here link to view the Rules of Behavior.

Log In/Register

Existing Users New Users

Click here to view the Rules of Behavior Click here to view the Rules of Behavior

| accept the Rules of Behavior | accept the Rules of Behavior

4. Check the box to accept the Rules of Behavior.

5. Click Log In.

General Services Administration



https://conexus.gsa.gov/
https://conexus.gsa.gov/

Conexus Login User Guide

Source Selection/Sensitive Information - For Authorized Release Only
6. If you did not previously save an Agency selection:

a. Select your agency.

Please select your

Agency

Agency

Submit

b. Click Submit.

c. Click Yes or No, as you prefer.

Save Agency?
You have selected Other Azency. Do you want to save this as vour default agency for all future logins?

MWote: If you need to change your default agency in the future, you will need to delete your browser cookies.

Hn

7. Under the Log In with Password heading, enter the User ID and Password that
you created.

Log In with — Log Im with
PIV/CAC Password

User ID Forgot User D

Pasaword

B :show Faszword

Log In with PIVJCAC Log In with Password
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8. Click Log In with Password.

Because Conexus requires two-factor authentication, you will see the Key Code
Entry screen. Conexus will send a key code via email.

9. Watch the email account that you associated with the User ID and Password. An
email will arrive that will look similar to this:

Hello Il Flease find the key in this email to use to log in to the Conexus application.

key Code: 2PGwhUU3

Expires in 10 minutes from the time email is sent.

If you have any questions, contact the ITCSC Helpdesk at 855-482-43438 or email them at ITCSC@gsa.gov.
Thizs email has been sent from an automated system. Please DO NOT REPLY.

Note: You only have 10 minutes to enter the code after the email was sent. If you
are delayed, click Send me a code to send a new code.

10. After you receive the email, enter the Key Code and click Submit.

Key Code Entry

A Warning: After 4 invalid key code attempts you must wait 5 minutes to try again.

o Flease enter your key code below. If you did not receive an email, please click Send me a cods

Key Code
2PGwhUuz

You will now be logged in and see the Conexus Dashboard. You may perform any
Conexus activities that your permissions allow you to perform.

Note: Whenever you access Conexus with your User ID and Password, you will always need
to enter a Key Code. You will receive an email each time. If you cannot find the email that

was sent or if the key code has expired (after waiting 10 minutes), click Send me a code
to receive a new code.
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