HTSB Multi-
Factor
Authentication

(MFA)

How-to Guide

HTSB policy requires all users to have a verified personal email
address on file. A personal email is an address that uses an
external provider (e.g., Outlook, Gmail, Yahoo, Apple). Employer
(e.g., .k12.hi.us, .gov, charter school, ), academic institutions
(e.g., .edu,) are not considered a personal email address. We are
actively working to ensure compliance with this guideline.

This how-to guide will walk you through various login scenarios
based on your current email address type on file. It also provides
instructions on how to enable Multi-Factor Authentication (MFA)
on your account before August 1, 2025.

Please note: On August 1, 2025, MFA will be automatically
enabled for all accounts upon login.
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Login

Current users New users
® ® Log in to access your account Create your HTSB online account
M FA o Ve I I I I e d « Apply for new license or permit
@ Username « Use the Public License Search to check on a teacher's licensing status.
[ testing123 ] " Receive renewal reminders
« Receive important announcements
Forgot username
e rs 0 n a " Access your records/documents 24/7
Password
HTSB ACCOUNT LOCKED: Please DO NOT create another
[ """""" | ] HTSB account

[ J
m a I I e S S Show Password « Email us at htsb@hawaii.gov
or

Forgot password « Call 808-784-5580

Multi-Factor Authentication Will Be Enabled on 8/1/25

1. Login with your Username
and Password
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[ ] [ ]
[ l
P l E I l
e I so n a m a I My Profile
u I I My Profile Home Name Address Phone Email Contact HTSB Applications Documents Licenses/Permits Tests/Certs Securit,

2. Under “My Profile” go to
the “Security”"tab i

* You’'ll see “Multi-Factor
Authentication (MFA)”

* Toggle to “Yes” under
“Enable MFA” [ x
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MFA: Verified
Personal Email
Address

Your Multi-Factor Authentication (MFA) enrollment has not yet been completed.
We will send a code to the email address below to verify your MFA enrollment.

testing@mailing.com

3. After clicking “Yes”

under “Enable MFA” you
will get a pop-up
confirming the email
address that your MFA
code will be sent to

e Click“Send Code”

e The codeisvalid for 10
minutes
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HTSB <licensingsystem@hawaiiteacherstandardsboard.org> 8:14 AM (O minutes ago) v “

FA: Verified
ersona -

State of Hawal'i

° o4y =
l Hawai'‘i Teacher Standards Board
m a I Dear TESTING EXAMPLE,

To confirm your identity and authenticate your login, please enter the following verification code on the website:

710365

d d I e S S The code expires in 10 minutes

If you did not initiate this request, please ignore this email and take appropriate action to secure your account.
Please do NOT reply to this email, as HTSB won't receive it. To contact HTSB, log in to your account and use the Contact HTSB tab, or email us at htsb@hawaii.gov.

Sincerely,
HTSB

4. Check your verified
personal email for your 6-
digit code
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MFA:

Enter your 6 digit code
Personal and | - |
We just sent a code to testing@mailing.com. Enter the code below to verify
o gneo your MFA enrollment.
Verified

Enter MFA Code:

Email
Address

Cancel CompleteMFA ]

5. Enter the 6-digit code

and click “Complete
MFA”
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MFA: Personal and Verified Email Address

6. Once complete you’ll see “Your MFA has been successfully enabled.”

sername *
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MFA: Personal and Verified Email Address

7.YoUu’ll also receive an email confirming the process is complete

HTSB <licensingsystem@hawaiiteacherstandardsboard.org> 816 AM (O minutes age) 1Y “ -
tome -

TO: testing@mail.com
CC:
BCC:

State of Hawai'i

Hawai'i Teacher Standards Board

Dear TESTING EXAMPLE:
Your account is now enrolled in Multi-Factor Authentication (MFA).
Please go to Security to view details. If you did not make this change, please contact HTSE using the methods below.

Please do NOT reply to this email, as HTSB won't receive it. To contact HTSB, log in to your account and use the Contact HTSB tab, or email us at hisb@hawaii.gov.

Sincerely,
HTSB
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Login

Current users New users

Log in to access your account Create your HTSB online account

. + Apply for new license or permit
Username Use the Public License Search to check on a teacher’s licensing status.
® [ testing123 ] Receive renewal reminders

v
v
+ Receive important announcements
v

Forgot username
Access your records/documents 24/7

o o
nve r I I e password
HTSB ACCOUNT LOCKED: Please DO NOT create another

[ ............ ] HTSB account

[ J
Show Password « Email us at htsb@hawaii.gov
or
e rs O n a m a I forgat password o Call 808-784-5580
Multi-Factor Authentication Will Be Enabled on 8/1/25
ress

fth te is prohibited and may be st

1. Login with your Username and
Password
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MFA: Unverified Personal
Email Address

2. If you have an unverified personal email
address you will see this screen.

The email address that prepopulates the
“primary email” field is the one that is currently
on file. You can keep it, or type in a completely
new personal email address for verification.

* Type your personal email address in again to
confirm

 Click “Send Verification Email”

@ Important: Any account without a verified personal email address will be locked until verification is complete.

Per HTSB policy you must have a verified personal email address on file. Please enter a personal email address e.g. Gmail. Yahoo,
Outlook, Hotmail.

Step 1: Enter your email address

Your Primary Email: * Confirm Email *

Step 2: Enter the verification code

testing@mailing.com

© Important: Any account without a verified personal email address will be locked until verification is complete.

Per HTSB policy you must have a verified personal email address on file. Please enter a personal email address e.g. Gmail, Yahoo,
Outlook, Hotmail.

Step 1: Enter your email address

Your Primary Email: * Confirm Email *

Send Verification Email

Step 2: Enter the verification code
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ogo 3. “A verification code has been sent to xxx.”
MFA: Unverified

* Checkyour personal email inbox for your 6-digit code.
Personal Email * Enter the 6-digit code under Step 2 and click “Verify

Address Fmail”

HTSB <licensingsystem@hawaiiteacherstandardsboard.org> &59AM (0 minutes ago) ¥ )
tome »

TO: testing@mailing com Avenfication coe has ben 560t 10 ERAESMAANG com.
[ve
BCC

© Important: Any account without a verified personal email address will be locked until verification is complete.

,. State of Hawal'i Per HTSB policy you must have a verified personal emall address on file. Please enter a personal email address e.g. Gmail, Yahoo,
] Outlook. Hotmail.
Hawai'i Teacher Standards Board
Step 1: Enter your email address

Verify Your Personal Email Address vy e Contem st
Dear TESTING EXAMPLE.

To complete your personal email verification, please enter the following verification code on the website:

997427 Step 2: Enter the de sent to om

The code expires in 10 minutes I Q_9 7 4 2 7 l

If you did not initiate this request, please ignore this email and take appropriate action to secure your account

Please do NOT reply to this email, as HTSB won't receive it. To contact HTSB, log in to your account and use the Contact HTSB tab, or email us at htsb@hawail. gov.

Sincerely,
HTSB
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MFA: Unverified Personal Email Address

4. An email confirmation will be sent to your now verified personal email address

HTSB <licensingsystem@hawaiiteacherstandardsboard.org> 9:00 AM (O minutes ago) o “
tome =

TO: testing@mailing.com
CC:

BCC:

State of Hawai'i

Hawai'i Teacher Standards Board

Thank you for verifying your personal email address

Dear TESTING EXAMPLE:

Your personal email address is now verified.
Please do NOT reply to this email, as HTSB won't receive it. To contact HTSB, log in to your account and use the Contact HTSB tab, or email us at hisb@hawaii.gov.

Sincerely,
HTSB

Business Solution Technologies 13



MFA: Unverified Personal Email Address

5. Once the code has been verified you will be taken to “My Profile Home”

HOME / MY PROFILE
My Profile

My Profile Home Name Address Phone Email Contact HTSB Applications Documents Licenses/Permits Tests/Certs Security

Hi TESTING EXAMPLE, welcome to your HTSB Profile. You last logged in on 05/26

My Current License / Permit © My Action Items

Please click on the links below to take action on your action items.

Your HTSB ID is 052306.

Start New Application @ Please Add a Mobile Phone on the Phone tab to allow HTSB to contact you when needed!

@ Please Upload a Government Issued ID to Verify Your Identity. When uploading, please choose document type "Government Issued D"
You currently do not have any license or permit. Please go to
the applications tab to apply for a new license or permit.

Go to applications

@ Please Upload a Social Security Card to Verify Your SSN. When uploading, please choose document type "Social Security Card".

A My HTSB Transaction History

Event Summary From To Event Date Action
Multi-Factor Authentication Enabled Multi-Factor Authentication Successfully Enabled HTSE TESTING EXAMPLE 05/26/2025 09:31 AM iew Email
Email Verification Confirmed Email Address Verified HTSE TESTING EXAMPLE 05/26/2025 09-00 AM Details

View Email
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MFA: Unverified
Personal Email Address

 Stepsto Enable MFA are the
same as Steps 4-10in

(13

»
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Login

Current users New users
Log in to access your account Create your HTSB online account
M FA. N O n - « Apply for new license or permit
o Username « Use the Public License Search to check on a teacher's licensing status.
[ testing123 ] " Receive renewal reminders
+ Receive important announcements
Forgot username
e rs O n a " Access your records/documents 24/7
Password
HTSB ACCOUNT LOCKED: Please DO NOT create another
[ """""" | ] HTSB account

[ J
m a I I e S S Show Password « Email us at htsb@hawaii.gov
or

Forgot password « Call 808-784-5580

Multi-Factor Authentication Will Be Enabled on 8/1/25

1. Login with your Username ot o ety
and Password '
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MFA:

Non-Personal Email
Address

2. If you have a non-personal
email address this screen will
appear. The “primary email”
email field will be blank
because the email address
on file cannot be used.

* Enter a personal email
(e.g. Gmail, Yahoo,
Hotmail) address and type
it in again to confirm

* Click “Send Verification
Email”

© Important: Any account without a verified personal email address will be locked until verification is complete.

Per HTSB policy you must have a verified personal email address on file. Please enter a personal email address e.g. Gmail, Yahoo,
Outlook, Hotmail.

Step 1: Enter your email address

Your Primary Email: * Confirm Email *

Send Verification Email

Step 2: Enter the verification code

Business Solu

© Important: Any account without a verified personal email address will be locked until verification is complete.

Per HTSB policy you must have a verified personal email address on file. Please enter a personal email address e.g. Gmail, Yahoo,
Outlook, Hotmail.

Step 1: Enter your email address

Yo Pomany Fmail Lonfiem Fmall »

[ Send Verification Email ]

Step 2: Enter the verification code

ion lechnologies




MFA: Non-Personal Email
Address

3. “A verification code has been sent to

»

XXX.
* Checkyour personal email inbox for
your 6-digit code

* Enter the 6-digit code under Step 2 and
click “Verify Email”

State of Hawal'i

Hawai‘i Teacher Standards Board

Verify Your Personal Email Address

Dear TESTING EXAMPLE

To complete your personal email verification, please enter the following verificabion code on the website:
997427

The code expires in 10 minutes

If you did riot initiate this request, please ignore this email and take appropriate action to Secure your account

Please do NOT reply 1o this email, as HTSB won't receive it. To contact HTSB, log in to your account and use the Contact HTSB tab, or email us at hisb@hawail goy

O impertant: Any sccount witheut & verified personsl email address will be locked until verification i complete.
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MFA: Non-Personal Email Address

4. An email confirmation will be sent to your now verified personal email address

HTSB <licensingsystem@hawaiiteacherstandardsboard.org> 9:00 AM (O minutes ago) g “

tome =

TO: testing@mailing.com
CC:
BCC:

State of Hawai'i

Hawai‘i Teacher Standards Board

Thank you for verifying your personal email address

Dear TESTING EXAMPLE:

Your personal email address is now verified.
Please do NOT reply to this email, as HTSB won't receive it. To contact HTSB, log in to your account and use the Contact HTSB tab, or email us at htsb@hawaii.gov.

Sincerely,
HTSB
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MFA: Non-Personal Email Address

5. Once the code has been verified you will be taken to “My Profile Home”

My Profile
My Profile Home Name Address Phone Email Contact HTSB Applications Documents Licenses/Permits Tests/Certs Security
Hi TESTING EXAMPLE. welcome to your HTSB Profile. You last logged in on 05/26/2

My Current License / Permit O My Action Items

Your HTSB ID is 052306. Please click on the links below to take action on your action items.

Start New Application @ Please Add a Mobile Phone on the Phone tab to allow HTSB to contact you when needed!

) _ @ Please Upload a Government Issued ID to Verify Your Identity. When uploading. please choose document type "Government Issued ID"
You currently do not have any license or permit. Please go to
the applications tab to apply for a new license or permit. @ Please Upload a Social Security Card to Verify Your 5SN. When uploading, please choose document type "Social Security Card™.

Go to applications

A My HTSB Transaction History

Event Summary From To Event Date Action
Multi-Facter Authentication Enabled Multi-Factor Authentication Successfully Enabled HTSB TESTING EXAMPLE 05/26/2025 09:31 AM View Email
Email Verification Confirmed Email Address Verified HTSB TESTING EXAMPLE 05/26/2025 09:00 AM Details

View Email
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MFA: Non-Personal
Email Address

 Stepsto Enable MFA are the
same as Steps 4-10in

€

b2l
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MFA: Logging
in After MFA is

Enabled

1. Login with Username and
Password

Log In

Current users

Log in to access your account

Username

[ testing123 ]

Forgot username

Password

Show Password
Forgot password

Multi-Factor Authentication Will Be Enabled on 8/1/25

——

tion

New users

Create your HTSB online account

+ Apply for new license or permit

+ Use the Public License Search to check on a teacher’s licensing status.
+ Receive renewal reminders

+ Receive important announcements

" Access your records/documents 24/7

HTSB ACCOUNT LOCKED: Please DO NOT create another
HTSB account

+ Email us at htsb@hawail.gov
or
« (Call 808-784-5580

Create an Account
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MFA: Logging in After
MFA is Enabled

2. Select your email from the drop-down
menu

e Click “Send Verification Code”
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MFA: Logging In After
MFA is Enabled

3. “An email has been sent to xxx.
Please check your inbox.”

* Checkyourinbox foryour 6-digit
security code

An efmail has been sent to T#*4@M#*4.com'. Please check your inbiox

Additional Security Verification

Step 1: How should we contact you?

Select Verification Method: *

Step 2: Enter the verification code sent to "t***@m**+.com™

HTSB <licensing org> 8:25AM (O minutes ago) ¥ “

tome -

TO: testing@mail.com
CC:

BCC.

. State of Hawai'i
' Hawai'i Teacher Standards Board

Dear TESTING EXAMPLE,

To confirm your identity and authenticate your login, please enter the following verification code on the website:

928567

The code expires in 10 minutes

If you did not initiate this request, please ignore this email and take appropriate action to secure your account

Please do NOT reply to this email, as HTSB won't receive it. To contact HTSB, log in to your account and use the Contact HTSB tab, or email us at hisb@hawaii. gov.

Sincerely,
HTSB
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MFA: Logging in After MFA is Enabled

4. Enter the 6-digit code from your email into “Step 2%, then click “Verify”

Additional Security Verification

Step 1: How should we contact you?

Resend Verification Code
In't receive the code? Select the method and Send

Step 2: Enter the verification code sent to "t***@m***.com”

[928567|]

e code is valid for 10
l Verify l
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MFA: Logging in After MFA is Enabled

5. Once the code has been verified, you’ll be taken to “My Profile Home’

)

HOME 7 M
My Profile
My Profile Home Name Address Phone Email Contact HTSB Applications Documents Licenses/Permits Tests/Certs Security
Hi TESTING EXAMPLE, welcome to your HTSE Profile. You last logged in on 05/26/2

My Cul License / Permit © My Action Items

Your HTSB 1D is 052306. Please click on the links below to take action on your action items.

Start New Application © Please Add a Mobile Phone on the Phone tab to allow HTSB to contact you when needed!

O Please Upload a Government Issued ID to Verify Your Identity. When uploading, please choose document type "Government Issued 1D"
You currently do not have any license or permit. Please go to
the applications tab to apply for a new license or permit. @ Please Upload a Social Security Card to Verify Your SSN. When uploading, please choose document type "Social Security Card".

Go to applications

A My HTSB Transaction History

Event Summary Event Date

Multi-Factar Authentication Enabled Multi-Factor Authentication Successfully Enabled TESTING EXAMPLE 05/26/2025 09:31 AM View Email

Email Verification Confirmed Email Address Verified TESTING EXAMPLE 05/26/2025 09:00 AM Details

View Email
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