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QuickStart Guide for View Only Level Access

FORTAL & DOCUMENTS

1. How do I Log In and Log Out of MasterControl? 4. What do | do if | Forget My Password?
| Logging In: a.From the login screen, click on Forgot your password?
| a. Open Internet Explorer, then open MasterControl Portal b'I:: system will a;k yau fsr ?{olt:rsl.l:er-ln and E-mail
login page by clicking the appropriate bookmark in the ress - enter them and click Submit.
Favorites menu or in LabNet: c. The system will then ask you to answer one of the
,' security questions you defined for identity verification.
| https://kpscalvii.mastercontrol.com/MasterControl/login/ d. You will be e-mailed a new one-time use password
First-time login: User ID is NUID (e 8., G837569), and and when logging in using it, you will be prompted to
rirst-time fogin: By r
Passwordis NUID +1 (e.g., G8375691) changeyaur.password.

| Note: YourLogin Passwordis the same as your E-Signature 5. How do I Find and View a Document?
a. In the My MasterControl section on the left of the

b. In the User ID field, type in your NUID. screen, click on My Organizers.

I c. Type in your login password in the Login Password b. From the My Organizers window, click on the name of
! Field, then click Login (remember: passwordsare case- the Organizer you would like to expand.
[ sensitive). c. Continue to expand each sub-folder until you find the
| Note: Ifyou have forgottenyour password, click on Forgot document you would like to view.
your password? link. Security questions must be d. Click on the document name to view the document.
gg{;’ﬁ?;f r‘:}"gf‘;;%ﬁg]gﬂgg this feature. See Item2 6. How do | Print a Document from MasterControl?

a. Whenthe coversheet of the document appears on
screen, click on the printer icon.

b. Select the printer you wish to use, select the
page(s) you wish to print, and click OK.

Logging Out:
| a.TheLog Out link appears in the upper right hand corner
| of the screen next to your name.

b. Click on the link to exit out of MasterControl. ) .
. . Note: Each printed page will contain an expiration date and
2. How do | Set up My Security Questions? time at the top of the page (see example below), and

| a. In the My MasterControl section on the left of the the print date, print time, and NUID of the personwho
! screen, place cursor over My Settings. generatedthe print (see example below).

b. Click on Security Questions.

c. Answer at least mree of the eight questions.
d. Clickon Save.
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Note: MasterControl will prompt you to setup your 7. Howdo |l Log Out from‘MasterCont‘rol?
security questions upon initial login. a. The Log Out link appears in the upper right hand
. f the screen next to your name.
3. How do | Change My Password or e-Signature? SOMErar the. !
a. In the My MasterControl section on the left of the b. Click on the link to exit out of MasterControl.

screen, place cursor over My Settings. e
, b. Clickon Change Passwords.
c. Enteryour Current Login Password.

d. Enteryour New Login Password (must be new, have
at least 4 characters, 1 letter, and 1 number).

e. Re-enter New quin Password for confirmation.
f. Click on Save.
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