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First-Time Registration 

This Registration & Login user guide is intended to assist newly hired employees with step-by-step instructions 

to complete the MyGICLink registration process and log into MyGICLink. 

During the onboarding process, newly 

hired employees must provide the GIC 

coordinator with their email address, 

which will be provided to the GIC. 

Employees with an email address on 

GIC records will receive a registration 

email for the MyGICLink member 

benefits portal. 

Employees must: 

● Click the Portal link provided in 

the email to complete the 

registration process. 
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Employees must: 

● Enter their First Name, Last 

Name, Email, Date of Birth, and 

the last four digits of their Social 

Security Number. 

Note: The information employees enter 

must match the information the GIC has 

on record. 
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Now, employees must: 

● Enter the Registration PIN as it 

appears on their MyGICLink 

registration email. 

Employees must: 

● Create a Password and confirm 

it. 

● Click Register. 
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Employees will receive an email with a 

Verification Code. 
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Employees must: 

● Navigate back to the Verification 

Code page. 

● Enter the Verification Code and 

click Confirm to complete the 

registration process. 
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Once the employees have registered, 

they can log into MyGICLink and access 

the MyGICLink member benefits portal. 
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Portal Login 

For future login attempts, employees 

must: 

● Open the MyGICLink member 

benefits portal. (or) 

● Open the Registration email and 

click the Portal link. 

Employees must: 

● Enter their Email and Password, 

then click Login. 
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Employees will receive an email with a 

Verification Code. 
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Employees must: 

● Navigate back to the Verification 

Code page. 

● Enter the Verification Code and 

click Confirm. 
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Once the employees have completed 

their login process, they can log into 

MyGICLink and access the MyGICLink 

member benefits portal. 
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User Account Assistance: Resetting Passwords and Resending PIN 

Forgot Password 

Employees must: 
● Click Forgot Password. 
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Employees will then be directed to the 

Password Reset page. 

Employees must: 
● Enter their Email address, then 

click Reset Password. 

A success message will be displayed on 

the portal. 
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Employees will receive an email with a 

link to reset their password. 

Employees must: 
● Click the password reset link. 
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Employees must: 
● Create a New password 

satisfying the given criteria and 

confirm it. 
● Click Change Password. 

The employee's password will be 

updated. 

Now, employees can log in to the 

MyGICLink member benefits portal using 

their email and newly created 

password. 
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Resend PIN 

Employees must fill out the registration 

form when they register for the first 

time. 

If they need their PIN to be resent while 

filling out the form, they must: 

● Click Resend PIN. 
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A Resend pop-up window displays on 

the page with information 

pre-populated. 

Employees must: 

● Click Resend PIN. 
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Employees will receive a registration 

email with the PIN Number. 

Employees must: 

● Copy and paste the PIN in the PIN 

Number field, and continue with 

the registration process. 

Page 19 of 19 




