
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), and 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. 

Please note: On August 1, 2025, MFA was enabled for all accounts.
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• Verified Personal Email Address
• Non-Personal Email Address
• Unverified Personal Email 

Address
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Logging in with 
MFA:
Verified 
Personal 
Email Address

1. Login with Username and 
Password
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Logging in with MFA:
Verified Personal 
Email Address
2. Select your email from the drop-down 
menu
• Click “Send Verification Code”
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Logging in with MFA:
Verified Personal 
Email Address

3. “An email has been sent to xxx. 
Please check your inbox.”
• Check your inbox for your 6-digit 

security code
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Logging in with MFA: Verified Personal Email Address
4. Enter the 6-digit code from your email into “Step 2”, then click “Verify”
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Logging in with MFA: Verified Personal Email Address
5. Once the code has been verified, you’ll be taken to “My Profile Home”
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Logging in with 
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”
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Logging in with MFA:
Non-Personal Email 
Address

3a. “A verification code has been sent to 
xxx.”
• Check your personal email inbox for 

your 6-digit code
• Enter the 6-digit code under Step 2 and 

click “Verify Email”
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Logging in with MFA: Non-Personal Email Address

3b. You will receive an email confirming your address is now verified 
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Logging in with MFA: Non-Personal Email Address
4. Once the code has been verified you will be taken to “My Profile Home”
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Logging in with 
MFA:
Unverified 
Personal 
Email Address

1. Login with Username and 
Password
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Logging in with 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”
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Logging in with MFA: Unverified Personal Email Address
3b. You will receive an email confirming your address is now verified 
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Logging in with MFA: Unverified Personal Email Address
4. Once the code has been verified, you’ll be taken to “My Profile Home”
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