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Introduction

Welcome to the New Hire Portal at Bank of America.

The New Hire Portal will help you complete the necessary steps required before 
your day one at Bank of America.  As a candidate, you will access an activity list 
(with due dates and reminders), as well as helpful resources and information.  

Please visit the New Hire Portal and start taking action to complete your activities 
prior to the due date to avoid any delays with your process. 
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To setup your initial password to access the New Hire Portal application for the first time. 

Purpose

Task instructions

1. Open Welcome email (Get started with the New Hire Portal)

2. Click the New Hire Portal hyperlink.
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3. Enter a password.  

Password rules:
a. Minimum 12 characters long
b. At least one upper case letter
c. At least one lower case letter
d. At least one number 
e. At least one special character

4. Re-enter password again

5. Click Save

Task instructions
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6. Complete Password Recovery Questions and 
Answer by choosing five challenge questions 
and entering answers.

7. Click Save (You can now login to the portal)

Task instructions
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To change your password if you are having issues logging in or you have forgotten your password (you must have 
established your password and security questions for the first time to reset your password).

Purpose

Task instructions

1. Access the New Hire Portal 

2. Enter email address used in initial 
setup into the Email Address field (do not 
try to enter a password)

3. Click Forgot Password
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4. Answer all five (5) security questions (note the system will send an email to the registered address if you  
correctly answer the questions)

5. Click Reset my password.  You will see
“Your request completed successfully”

6. Open email titled “Bank of America New Hire Portal Password Reset Request” and follow the instructions

Task instructions
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