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Create NY.gov ID 

Overview  
 

 

Contents In this chapter, you will learn how to: 

1. Register for a personal NY.gov Account 

2. Manage your NY.gov Account 
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Creating NY.gov Account 
 

Learning Objective: This section explains how to create a personal NY.gov account and 
log in to NY.gov Online Services. 

 

Learning 
Objective 

Step Action 

 
How to Create 
a personal 
NY.gov 
account  
 
 
 
 
 
 

1 1 To create a NY.gov Account navigate to https://my.ny.gov  

 

Figure 1: Sample NY.gov home page 

 2  Click the ‘Don’t have an Account’ button. 

 3 2 My NY.gov Online Services page is displayed with the available account 
types (personal, government, business).  

 

Figure 2: Sample Account Types selection page 

 4  Click the ‘Personal’ Account type. 

https://my.ny.gov/


  New York State Electronic Certificate of Need (NYSE-CON) 

  Training/Reference Manual 

 

NY.gov Applicant Training 

Create NY.gov ID Page 7 of 23  04/21/2017 

 

 

 5 3 My NY.gov Online Services page is displayed with the steps for registering a 
personal NY.gov account.  

 

Figure 3: Sample NY.gov Online Services page 

 6  Click the ‘Sign up for a Personal NY.gov ID’ button. 
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 7 4 NY.gov ID Self Registration page is displayed. 

 

 

Figure 4: Sample NY.gov ID Self Registration page 

 

 8 5 Enter the First Name, Last Name, and a valid Email address.  

 9  Enter the desired username under “Preferred Username”. 

Click the ‘Check’ button to verify if the entered username is available. If the 
username already exists, provide another username. 

 10  Check the “I’m not a robot’ captcha security check box and follow the 
instructions. 

 

 11  Click the ‘Create Account’ button. 
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 12 6 The system displays the entered user and login information.  

Sam.joe@email.com

 

Figure 5: Sample NY.gov ID Self Registration page (Second step) 

 

 13  Click the ‘Continue’ button to continue with the entered information.  

 

Note: Click the ‘Back’ button to make changes to the entered information. 
Repeat steps 7-11. 

 14 4 NY.gov ID Self Registration page is displayed instructing the user to activate 
the created NY.gov account. An activation email has been sent to the email 
ID provided during registration. 

Sam.joe@email.com

 

  Figure 6: Sample NY.gov ID Self Registration page (Third step) 

 

 15  Click the ‘Finish’ button. 

 16  Click on the link sent to the email ID which was provided during the 
registration within 48 hours to complete the registration.  

 

Note: If the link is expired, you must go back to the NY.gov website and re-
register for a new NY.gov account. 
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 17  Access the link on the email which is sent from the New York State 
Department. It redirects the user to the ‘NY.gov ID Activation’ page.  

 
 

 

Figure 7: Sample NY.gov ID Activation page 

 

 18  Select 3 security questions and provide an answer for each question. The 
security answer should be at least 4 characters in length.  

 19 6 Click the ‘Continue’ button. 

 20  NY.gov ID Activation page is displayed. 

 

Figure 8: Sample NY.gov ID Activation page(Continue) 
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 21 9 Password Change Request page is displayed allowing the user to set a 
password for the NY.gov ID.  

 

 

Figure 9: Sample Password Change Request page 

 22  Enter the new password and confirm it by re-entering it again. 

 

Note: The NY.gov password should be a minimum of 8 characters with at 
least 3 letters and 1 number. 

 23  Click the ‘Set Password’ button. 

 

Note: Click the ‘Clear this form’ button to clear the contents and repeat 
steps 20-21. 

 24 1
0 
Password Change Information page is displayed.  

 

Figure 10: Sample Password Change Information page 

 25  Click the ‘Continue’ button. 
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 26 1
1 
The system activates the NY.gov ID and displays a confirmation message. 

 

Figure 11: Sample NY.gov ID Activation page (NY.gov account activated) 

 27  Click the ‘Go to MyNy’ button to access the NY.gov Online Services. 

 

Note: Click the ‘Log out’ button to exit the screen. 

 28 1
2 
The system displays the NY.gov Online Services page with various NYS 
applications. 

 

 

Figure 12: Sample NY.gov Online Services Page 
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Manage your NY.gov Account 

 
Learning Objective: This section explains how to update your NY.gov account information 

and change the password. 
 

Learning 
Objective 

Step Action 

 
Update the 
NY.gov 
Account and 
Change 
Password 
 
 
 
 
 

1 1 To update the NY.gov Account information, select Update My Account link 
on the NY.gov online services page. 

 

Figure 13: Sample NY.gov Online Services page (User selects Update My 
Account link) 

 2  Click the ‘Update My Account’ link. 
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 3 2 NY.gov account update page is displayed. 

 

Note: The fields with * are mandatory and must be provided with information. 
The system displays the NY.gov username, first name, last name, country, 
email address and secret questions and answers. The answers to the secret 
questions are hidden 

 

 Figure 14: Account Update- NY.gov Online Services page 



  New York State Electronic Certificate of Need (NYSE-CON) 

  Training/Reference Manual 

 

NY.gov Applicant Training 

Create NY.gov ID Page 15 of 23  04/21/2017 

 

 

 4  Click the ‘Modify Account’ button. 

 5  The entered information is saved by the system and is displayed.  

Sam.joe@email.com

 

Figure 15: Updated Account- NY.gov Online Services page 

 6  Click the ‘Confirm’ button. 

 

Note: When the ‘Back’ button is clicked, step 3 is displayed. 

 7  A message is displayed with options to verify the information entered is 
accurate.  

 

 

Figure 16: Account Update Message box - NY.gov Online Services page 
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 8  Click the ‘OK’ button to continue with the changes. 

 

Note: Click the ‘Cancel’ button to discard the updates. 

 9 4 The system displays a message indicating the account has been successfully 
modified. 

Change 
Password 

10  To change the NY.gov Account password, click the Change Password link 
on the NY.gov online services page.  

 

Figure 17: Sample NY.gov Online Services page (User selects Change 
Password link) 

 11  Click the ‘Change Password’ link. 
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 12  The system displays the Password Change Request screen.  

 

 

Figure 18: Password Change Request - NY.gov Online Services page 

 13  Enter the Temporary Password, New Password and confirm the new 
password by re-entering it again. 

 14  Click the ‘Change Password’ button. 

 

Note: Click the ‘Clear this form’ button to clear the contents of the page. 

 15  Password change Information page is displayed.  

 

Figure 19: Password Change Information - NY.gov Online Services page 

 16  Click the ‘Continue’ button. 

 17  The system will display the ‘MY NY.gov Online Services’ page. 
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Retrieve User 
Id 

18  To retrieve the username, click on the ‘Username’ link. 

 

Figure 20: NY.gov Sign Up Page (User clicks the Username link) 

 

 19  Forgot Username Self Service instructions page is displayed. 

 

 

Figure 21: NY.gov Forgot Username Self Service page 

 

 20  Enter the First Name, Last Name and email address. 

 21  Check the “I’m not a robot’ captcha security check box and follow the 
instructions. 

 

 22  Click on the ‘Email me the Username’ button. 
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 23  Forgot Username Self Service page is displayed with a confirmation 
message. 

 

Figure 22: NY.gov Forgot Username Self Service page with Instructions 

 24  The username is sent to the email which was provided. 

Retrieve 
password 

25  To retrieve the password, click on the ‘Password link.  

 

Figure 23: NY.gov Sign Up Page (User clicks the Password link) 
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 26  Forgot Password Self Service page is displayed.  

 

 

Figure 24: NY.gov Forgot Password Self Service page  

 27  Enter the Username. 

 28  Check the “I’m not a robot’ captcha security check box and follow the 
instructions. 

 

 29  Click the ‘Continue’ button. 

 30  Forgot Password Self Service page is displayed with options to reset the 
password. 

 

Figure 25: NY.gov Forgot password Self Service page (Options for retrieving 
the password) 

 31  Click the radio button, ‘Reset using eMail’. 

 32  Click the ‘Continue’ button. 
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 33  Reset password using Email will send an email to the applicant’s associated 
email id.  

 

Note: The URL should be accessed within 24 hours.   

 

 

Figure 26: NY.gov Forgot password Self Service page (Retrieving password 
through email ID) 

 34  Reset password by answering secret questions will display the users the 
questions which they had chosen when creating the account. 

 

 

 Figure 27: NY.gov Forgot password Self Service page (Retrieving by 
answering secret questions) 
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 35  Enter the answer to the secret question.  

 

 

Figure 28: NY.gov Forgot password Self Service page (User enters answers) 

 

 36  Click the ‘Continue’ button. 

 

Note: when the ‘Cancel’ button is clicked; system displays the Forgot 
Password Self Service page (step 26). 

 37  Forgot Password Self Service page is displayed.  

 

Figure 29: Forgot password Self Service page (Continue to Reset the 
password) 

 38  Click the ‘Continue’ button. 
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 39  Password Change Request page is displayed. 

 

 

Figure 30: NY.gov Password Change Request page 

 40  A confirmation page is displayed with a message that the new password has 
been set for the NY.gov account. 

 

Figure 31: NY.gov Password Change Information page 

 41  Click the ‘Continue’ button. The system will display the ‘MY NY.gov Online 
Services’ page. 

 

   


