Employee Intranet Account Process
New staff members will be able to activate their accounts after their paperwork has cleared Human
Resources, and they have been assigned an ID number. To qualify, you must be a current Part or Full
Time employee, or an instructor contracted to teach a current course.
In order to access VPN and Banner, you will first need to activate your Intranet Account, commonly
referred to as your Network Account. Your Intranet account is what you use for logging into the
Intranet, logging in to your Concordia email account logging in to Blackboard, and connecting to the
network via VPN.
Network Accounts are accessed with a username and password. Your username is a combination of
your first and last name. You will create your own password when you create your account.
To begin the account creation process, navigate to http://myprofile.cu-portland.edu. On the home
screen, click the “Create an Account tab”.

The next step is verifying who you are, and if your account is qualified for account creation. To do this,
choose one of the following options:

Choose the second option and enter your ID number.
You will be prompted to answer three security questions based on your Banner records.

Once you have entered your information, MyProfile will verify your account status. Please do not refresh
or close your browser while this is happening; it should only take about 30 seconds.

If you are not yet qualified, you will receive this error message. If you do, call your registrar to verify
your deposit and that your personal information has been entered correctly in Banner.

However, if all of your account information is correct, you will proceed to the Terms of Service. Simply
read and initial.

…

The final step in the account creation process is setting up your password and security questions.
Network passwords must be at least 5 characters, and contain at least one capital letter and one
number.

Click Create Account to finalize your account creation! MyProfile will now complete the process of
creating your network account profile. This can take up to 5 minutes, but on average only takes about
30 seconds.
When this is finished, this is what you will see. Take note of your network username; this will be the
username you have for the duration of the time you are an employee.

To see all of your account information in one place, follow the provided link back to the MyProfile
Control Panel. You can return to this page at any time to reset your password, look up your username
and add additional/edit existing recovery email addresses.

