


UNITY New User Setup and New User 1st Time Login

Doc Date:	2-20-2025
Objective:	How To setup a UNITY user and communicate the login process for a new UNITY user
Components:
· ICJO creates a new user profile in UNITY
· New user UNITY account setup process
· New User receives 2 separate emails
· Welcome Email
· Temporary Password Email
· New User with the Login Name & Temporary Password
· Accesses UNITY
· Accepts “Privacy Policy” and “End User Agreement”
· Completes and carefully reviews the setup of their UNITY User Profile

ICJO Creation of New User UNITY Account
· Under the Administration menu select User and then select New User
· In the New User UNITY screen the ICJO completes all required data fields, double checks their accuracy, and selects Create New User.     This action triggers the process steps for the new UNITY user.
· ICJO shares with the UNITY user the “UNITY New User Setup and New User 1st Time Login” document
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The new UNITY Account Setup Process
· The new UNITY user receives two emails
Welcome to UNITY “Email”
· Provides UNITY URL
· Provides UNITY Username
· Provides UNITY User Profile Setup Guidance
UNITY – Temporary Password “Email”
· Provides the UNITY access Temporary Password
· Provides UNITY User Profile Setup Guidance

· Using the email instructions the new user logs into https://www.icjunity.org/  & resets their password.   
Reset Your Password               The new password must be 8 characters long and include the below 
· 2 special characters
· 2 lower case characters
· 2 upper case letters
· 2 special characters

· Upon completion of the password reset, the user reads & completes the 2 UNITY consents.
      Read and complete 2 Consent Requirements:  Toggle “Yes” and Select the “Agree” button
· UNITY Privacy Policy
· UNITY User Agreement

· Review and Setup your Profile:
Review and Setup your Profile Page by following each of the following steps
· Review your “Demographics” panel
· Toggle the Task Grid Options in the “Task Grid Preferences” panel
· Complete the following in the “Communication” panel
· Toggle On Email Notifications
· Select “Verify Email” 
· Select “Save and then verify email”
· Logout of UNITY and complete Email Verification process before continuing the final setup steps
· Setup your 3 Security Questions in the “Questions” panel
· Set “MFA Method” to Email in the “MFA” panel
· Select Save in your profile and then Logout of UNITY
· Log back into UNITY using the MFA process




[bookmark: Two_Emails]Welcome to UNITY  “Email”  		   	                                              Back to Top
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UNITY – Temporary Password  “Email”	
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[bookmark: Reset_Password]Login using emailed “Login” & “Temporary Password”      		                    Back to Top
                                                            https://www.icjunity.org/    
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Update Your Password & click on ”Reset Password”	
· Use the Temporary Password as the “Current Password” and create a new password
· 2 special characters
· 2 lower case characters
· 2 upper case letters
· 2 special characters
· Click on Reset Password
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[bookmark: Consent]Thoroughly Read and Toggle “Agree” to “Yes” for the  “Consent: UNITY User Agreement” and the “Consent: ICJ 2021-02 UNITY Privacy Policy Rev May 23 2024”                                                                                                                                                        Back to Top
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Review and Setup your Profile in the following order:			                  	
· -1-  Demographics Panel[image: A screenshot of a computer  AI-generated content may be incorrect.]

· Review and Update your Demographics as needed
· -2-  Task Grid Panel
· Toggle On your Task Grid Options 
· -3-  Communication Panel
· Toggle On Email Notifications
· Click on “Verify Email” 
· Click on “Save and then verify email”
· Complete Email Verification process
· Logout of UNITY
· Obtain new email in your Inbox
· Use the Link & Password to Verify your account
· Once Verified, complete the profile setup
· -4-  Challenge Questions Panel
· Setup your 3 Security Questions
· -5-  MFA Panel  (Multi-factor Authentication)
· Set “MFA Method” to Email
· Save
· Logout of UNITY
· Log back into UNITY using the new MFA process


-1-  Demographic Panel
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-2-  Task Grid Preferences Panel
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-3-  Communication Panel
Toggle “Email Notifications”
Verify your email
· Click on “Verify Email” 
· Click on “Save and then verify email”
· Complete Email Verification process
· Logout of UNITY
· Using the new Verification email in your Inbox
· Use the Link & “Verification Code” to Verify your email
· Click on “Save”
· Once Verified, complete the profile setup
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Communication Panel……continued
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-4-  Challenge Questions Panel
· Setup 3 challenge questions so that you can self-service for a password reset when locked out without having to engage your state ICJO or submit a support case.
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-5-  MFA  (Multi-factor Authentication) Panel
· Multi-factor authentication (MFA) is a security measure that requires users to provide multiple pieces of information, like a password and a code sent to their email or phone, to access an account, significantly reducing the risk of unauthorized access even if one piece of information is compromised, making it a crucial tool for protecting sensitive data online. 
· It is recommended that you initially start with “Email” as indicated in the below instructions.
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· When you have completed the careful review of your “Profile” page and Selected “Email” in the “MFA Method” dropdown, click the “Save” button.
                       Click on the   [image: ] button. 
· Go to the top right corner of the “Profile” page and “Logout” of your UNITY system.
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· Go to the UNITY login page and log back into UNITY.
· Once logged in you will be redirected to “Please Enter Code from Email”.





MFA Panel ………..continued
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· Go to your email, you will receive an email with the 6-digit code to use in the “Verification Code” box.
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· Carefully type or copy/paste this code into the “Please Enter Code from Email” box & click on “Submit”.
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· You are now logged into UNITY and you will use this “Enter Code from Email” process each time you log into UNITY



Help & Support
· Your State ICJ Office Staff is listed in the “Help” panel at the bottom of each UNITY page
· ICJ National Office UNITY support can also be obtained using the following URL or email
· https://support.juvenilecompact.org/hc/en-us/requests/new
· 
· support@juvenilecompact.org 
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New User,
Welcome to the UNITY System.

Your state compact office (ICJO) has created a UNITY system account for your use. For security purposes,
you will receive a temporary password in a separate email

Please log in with the following credentials:
URL: https:/trainingicjunity.org/
Usemname: joe2@360nonprofit com

Once logged in, you will need to do the following before you can functionally work in UNITY.

+ Reset your password after initial login

+ Review and agree to the terms of the Privacy Policy and User Agreement

+ Review all your profile information and setups to ensure all information s complete and correct
« Verify your email in your User Profile "Communication" panel

+ Setup your 3 Security Challenge Questions in your “Challenge Questions” panel

+ Rememberto "Save" after your changes

If you have any questions, please contact your State Compact (ICJO) Office. Do not "Reply" o this email

UNITY System Administration
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New User,

To ensure your UNITY system's personal information is secure and only accessible by you, we are providing
you with a temporary password.

Temporary Password: Quebec6_1-tP

With this temporary password and the email you received separately containing your login information, you will
have secure access to your account. You will be required to reset your password upon login.

Once logged in, you will need to do the following before you can functionally work in UNITY.

+ Reset your password after initial login
+ Review and agree to the terms of the Privacy Policy and User Agreement

+ Review all your profile information and setups to ensure all information s complete and correct
« Verify your email in your User Profile "Communication" panel

+ Setup your 3 Security Challenge Questions in your “Challenge Questions” panel

+ Rememberto "Save" after your changes

If you have any questions, please contact your State Compact (ICJO) Office. Do not "Reply" to this email.

UNITY System Administration
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ITY User Agreement

Uniform Nationwide Interstate Tracking for Youth (UNITY) System

Interstate Commission for Juveniles

USER AGREEMENT

This UNITY User Agreement (‘Agreement’) governs access privileges and the use of the Uniform Nationwide Interstate Tracking for Youth System. By way of this agreement the
Interstate Commission for Juveniles (‘ICJ") grants you, and you alone, electronic access to UNITY. Access is granted solely for use in accordance with the conditions and
tations outlined in this User Agreement and the UNITY Privacy Policy (‘Privacy Policy’). By signing this Agreement, you acknowledge that you have received, read and
understand both the Agreement and the Privacy Policy and agree to comply with the specified conditions and limitations and any other included directive on the use and operation
of UNITY.

If you cannot agree with the conditions specified in either this Agreement or the Privacy Policy, you will not be granted access to UNITY. Your failure to adhere to the conditions
ied may resultin the suspension or termination of privileges without notice.

CONDITIONS

ou ags

9. You shall no .  person not authorize ..
0. You shall not copy. reproauce, duplicate, modify, adopt or lend, sell or otnerwise transfer, in whole or part, any information contained in UNITY, except for the specitic business.
use authorized by ICJ.
1. Allinformation you enter or attach is true, accurate, verified, current and complete to the best of your knowledge
12. You agree not to disrupt, interfere, alter or tamper with any information or materials associated with UNITY use
13.You agree to report any suspicious activity or known security or user violations to the National Office for the Interstate Commission for Juveniles. You agree to in no way

change UNITY software, or to in any way decompile, disassemble or imitate any part of UNITY software.

By selecting “Agree,” you acknowledge that you have read the UNITY Privacy Policy and User Agreement and agree to be bound by the terms and conditions set forth. You agree
to use UNITY for lawful purposes only and you acknowledge that your failure to do so may subject you to civl and criminal liabilty. If you do not agree to the terms and conditions
of this agreement, you may not access, view, obtain services from, or otherwise use UNITY.

‘Approved by Technology Committee on 02/09/2021; Approved by Executive Committee on 02/18/2021

Agree: V| | e
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C) 202
Interstate Commission for Juveniles
Uniform Natiomuice Interstace Tracking for Youth (UNITY)
1) Administrative Policy
UNITY Privacy Policy
Policy Number: 022021 | Daced: May 23, 2024
L Auhoriton

arcle I {F) of the Inerstate Compact for Juvenies (IC), in relevant part, provides: “The execuive commitize shall Oversee the day-lo-day aCEvires of the adminisiration of the compact managed by an
‘executive director and Intestate Commission taff: admisters enforcement and compliance with the provsions of the comgact it bylaws and rules, and performs such other dutes 3 directed by the Interstate
‘Commission or st forth n the by-aws”

11 Rule 3-101 provides: “States shal use the electronic nformation system approved by the Commision to faiitate the supervision, ravel NOces, 3nd return o Juvenies pursUant the Interstate Compact for
Jwvenies.”

o poliey

The Interstate Commission fo Juveniles [“Interstate Commission”) developed the Uniform Nationwide Intersate Tracking for Youth (UNITY) sy 1o track Interstate uvenile movement, The UNITY system was.
developed in accordance with the s Criminal Jusice Information System (CIS) guidelines for protecting the privacy and integrity of personal identifying information. Tris UNITY Privacy Polcy (“Privacy Polcy’)
provides information about how and why information i collected, used, and discosed. Tne UNITY system willstore informaton in a manner such tha it annot be added to, modified, accessed, destroyed, or
purged excep by personnel authorized to take such actions. Al partipating agencies and authorized users will rotect the privacy of uveriles by compling with the provisions of this policy. The bulk release of
information to efther the public, private, o non-profit agences s permitted only f they are authorized by law and approved n adance by the Intersate Commission.

I Responsibity

A, e Interstate Commission will estabiis and enforce procedures, practices, ystem protocols and use software, information technology tool, and physicl Securfty measures that protect information from
authorized access, modificaton, theft, o er nterna) or exteral and whether due -caused disasters or intrusions. The m iques used will be consistent
s

o, O

3. Any governmentalendty for which there i no exising specficaw authorizing access o the parscipating agency's nformation;
& Mega organzasions; and

5. Any other iy that is not afiated with a member state o parScpating agency.
“Pubiic” does notnclude:

1. Employees of the pardcpating agency;

2. People o entes, privte or govermental, who assist 3 parccpating 3gency n the operafon of e UNITY system;and

3. Public agencies whose authorty toaccessnformation gathered and retaned by 2 pariCIoaTITg agency s soecfied i aw:

1 “UNITY" means the Uniform Nationwide Interstate Tracking fo Youth electronic information system.
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