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New User with a Microsoft Email Account
1. If you already have a Microsoft account with an email you can request access to the SF Event Medical Plans site
by emailing EMSMedicalPlans@sfdph.org.
a. Subject: New SF Event Medical Plans user
b. Body of email: Be sure to include the email address connected to your Microsoft account. If you will be
adding collaborators to you event include their email address.
2. The site administrator will email you an invitation to the site within 2 business days. If you do not receive an
invitation, please check your spam. Logging into the site with an email other than the one that this invitation
was sent to will render the invitation void and you will need to email EMSMedicalPlans@sfdph.org to request a
new invitiation.

3. Click on the link in your invitation to visit the site. We recommend using Internet Explorer for an optimal user
experience.

If your Microsoft account is a personal account, select
Microsoft account. If you are using a Microsoft account
provided by your employer select Organizational account.

Be sure to login with the email account
that your invitation was sent to.

New User without a Microsoft Account
1. You will need a Microsoft account with an email to log into the San Francisco Event Medical Plans site. To Create
a Microsoft account click here. You can use an existing email to create your Microsoft account or you can create
a new email here. Follow the steps below:

A.

B.

C.

D.

E.

F.

Make sure to enter your First & Last name. This name
will appear on the SF Event Medical Plans site when
you login.
4. Once you have created your Microsoft account, email a request to access to the SF Event Medical Plans site to
EMSMedicalPlans@sfdph.org.
a. Subject: New SF Event Medical Plans user
b. Body of email: Be sure to include the email address related to your Microsoft account. If you will be
adding collaborators to you event include their email address.

5. The site administrator will email you an invitation to the site within 2 business days. If you do not receive an
invitation, check your spam email for the invitation. Your invitation will resemble the sample below. This
invitation is spefic to the user and email address it was sent to. Logging into the site with an email other than the
one that this invitation was sent to will render the invitation void and you will need to email
EMSMedicalPlans@sfdph.org to request a new invitiation.

6. Click on the link in your invitation to visit the site.

If your Microsoft account is a personal account, select
Microsoft account. If you are using a Microsoft account
provided by your employer select Organizational account.

Be sure to login with the email account
that your invitation was sent to.

7. You will be taken directly to the SF Event Medical Plans site. We recommend using Internet Explorer for an
optimal user experience.

Q&A
Q: What is a Microsoft account?
A: Microsoft accounts are used to access many Microsoft devices and services. You may have a Microsoft
account through work, such as Office 365 or you may have a personal Microsoft account such as Outlook,
Office, Skype, OneDrive, Xbox Live, Bing, Windows and MSN.
Q: What is my Microsoft email?

A: Your Microsoft email is the email you used when you created your Microsoft account. You can find your
Microsoft email by signing into your Microsoft account here
Q: How do I know if I have a Microsoft Account?
A: From the Microsoft Sign In page enter the email address your Microsoft account would be connected to. The
next window will let you know if your email is connected to Microsoft.

Not a Microsoft Email

You have a Microsoft email

Q: Why did I receive this message when I went to the SF Event Medical Plans site?

A: You have not been invited to the site. Please email EMSMedicalPlans@sfdph.org to request access.

