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How To Register for Modernized ACCESS Guest User Account 
for New Users 

 
Welcome to the modernized ACCESS site! When a New User is accessing the 
modernized ACCESS site for the first time, they must sign up to the site by following the 
steps below. 
 
New User: 
 

1. Navigate to https://access.trade.gov/ and select Sign In on the top right corner, 
followed by the “As External User” as shown in Figure 1. 
 

 

 
Figure 1 

 
 
 
 
 
 
 
  

https://access.trade.gov/


2 
 

2. After selecting “Sign in” & “As External User” you will be navigated to the “Sign 
In” page, please select “Sign up now” as shown in Figure 2. 

 
Figure 2 

 

 

3. Please enter your email address into the prompt to continue your access to the 
ACCESS site as shown in Figure 3. 
 
 

 
 

Figure 3 
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4. Select “Send verification code” as shown in Figure 4, and a code will be sent to 
the provided email address.  

 

 
 

Figure 4 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



4 
 

5. Enter Verification Code sent to the provided Email Address and select “Verify 
code”.  Figure 5 
 
Note: The verification email will be sent from: 
msonlineservicesteam@microsoftonline.com. 
** If there was no code sent to your email address after checking your Inbox & 
Spam Folder, please select “Send new code” as seen on Figure 5, and repeat 
this step. ** 
 

 
 

Figure 5 
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6. Once your code is verified, please provide all the following details and select 
“Create” as shown in Figure 6. 
 

• New Password 
• Confirm New Password 
• Display Name – please enter your full name. 
• Given Name – please enter your first name. 
• Surname – please enter your last name.  

 

 
 

Figure 6 
 

Once “Create” has been selected, your account has been created for the modernized 
ACCESS site. 
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7. Once your account has been created: 

You will be navigated to the Terms of Use Agreement as shown in Figure 7. 
Please read the full Terms of Use Agreement and select “Accept”. 

 
 

 
Figure 7 
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8. Once Terms of Use Agreement is Accepted, select the user type desired as 
shown in Figure 8. Once the desired user type is selected, proceed with the steps 
prompted on the site to complete registering for the selected user type.  

 
Guest Users, once registered, can begin using the site immediately. 
 

E-Filers will have to submit their E-Filer Request and be approved prior to use of the 
site as an E-Filer. 

 
Figure 8 

 
 
 

9. Once your Guest User account is registered, or your E-Filer account is approved, 
you can sign into the system anytime by using the established email and 
password following prompts as shown in figures 1 & 2. 
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How to Resolve Password Issues: 
 

If your password is forgotten, or needs to be changed, please follow the steps prompted 
in “Forgot your password?” to reset your password. 

 

i.) Navigate to “Sign in” Site as shown in Step 1, and select “Forgot your password?” as 
shown in Figure A. 
 

  
Figure A 
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ii.) Enter your current email address as shown in Figure B. 
 

 
Figure B 

 

iii.) Select “Send verification code” as shown in Figure C.  Note: The verification email 
will be sent from: msonlineservicesteam@microsoftonline.com 
 

 
Figure C 
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iv.) Enter Verification code sent to your current email address then Select “Verify code” 
as shown in Figure D. 

 
 
** If no code was sent to the email address after ensuring both the inbox and spam 
folder did not receive the Verification Code email, please request a new code by 
selecting “Send new code” as shown in Figure D repeating step iv ** 

 

 
Figure D 

 

v.) Once your code is verified, select “Continue” as shown in (Figure E). 

 
Figure E 
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vi.) You will now be prompted to enter your new desired password as shown in Figure F. 
 

 
Figure F 

 

vi.) Once your new password is provided & confirmed, select “Continue” as shown in 
Figure F. 

vii.) You should now be navigated to the ACCESS Home Page. 
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Not receiving the verification code: 
 

When prompted to enter a Verification Code, and you have ensured the verification was 
not sent to your email address after verifying the current email address, checking your 
inbox & spam folder please try the following steps: (Figures Below) 

 

Select “Send new code” if you are requesting a new code from within the Sign-in 
process as shown in Figure i. 

OR 

Select “Send new code” if you are requesting a new code from within the Forgot 
password process as shown in Figure ii. 

 
Figure i Sign-In Process New Code Request 
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Figure ii Forgot Password New Code Request 

 

 

B.) Once you have selected “Send new code” the system will send another code to the 
email address specified. Please ensure to check your inbox & spam folder, as well as 
ensuring the provided email address is accurate.  

Note: The verification email will be sent from: 
msonlineservicesteam@microsoftonline.com 
 

C.) Once you receive this code, please enter the verification code and select “Verify 
code” as can be seen in Figures above.  

 

D.) Once your code is verified, select continue to proceed with your sign-up process or 
password change. 

mailto:msonlineservicesteam@microsoftonline.com

