
UN Income Tax Unit

Creating a Free 
Microsoft Account with 
your personal Email
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INTRODUCTION
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 This guide is created for clients of the UN Income Tax Unit who need to access the UN 
Income Tax portal. These include retirees and other former staff members of the UN System 
who are US taxpayers. 

 You need to notify the Tax unit when you separate from the UN system so that your email 
updated in to a personal one and access granted to the tax portal.

 Additionally, you need to create Microsoft account using your personal email. This account is 
what will be used to access the tax portal. 

 Personal email means emails addresses from domains like Gmail, Yahoo, Hotmail, Outlook, 
etc.

 If you are still an active UN System staff member, you are advised to submit your official 
email address to the Tax unit; this should be used to access the tax portal.



CREATE A FREE MISCROSOFT ACCOUNT
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 Go to your web browser 
and type 
https://account.microso
ft.com/account

 Then, Click the ‘Sign in’ 
button

https://account.microsoft.com/account


CREATE A FREE MISCROSOFT ACCOUNT cont’d
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 On the Sign in screen, 
click the ‘Create one!’ 
link

 Then, type your 
personal email 
address under create 
account

 Click ‘Next’
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 Under ‘Create a 
password’, type a 
password then click 
‘Next’
‐ Use a password that 

you will not forget, or 
store it somewhere 
secure

 Enter you region and 
birthdate

 Click ‘Next’
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 A code will be sent to 
your email. 

 Retrieve the code 
from the email and 
type it Under ‘Verify 
email’

 Click ‘Next’ to verify 
your email address

 Then, Click ‘Next’ to 
solve a puzzle



CREATE A FREE MISCROSOFT ACCOUNT cont’d
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 Solve the puzzle that 
appears to verify that 
you are not a robot.

 Click ‘Submit’
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 Once verification is 
successful, you will be 
redirected to the 
Microsoft Account 
home page

 Close this page
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 On your web 
browser and type 
https://taxportal.un.
org

 Enter your personal 
email address then 
click ‘Next’

 Enter your password 
then click ‘Sign in’

 On your first Sign in, 
Click ‘Accept’ to give 
the UN permission 
to use your account.

https://taxportal.un.org/


CREATE A FREE MISCROSOFT ACCOUNT
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 Once you have 
successfully logged on, you 
will see the ‘Confirm and 
Retrieve Information’ page.

 Enter your Index Number 
and the last 4 digits of your 
SSN

 Click ‘Retrieve’



FOR SUPPORT
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 Send an email to taxportal@un.org to request for Tax portal related 
support

 Send an email to tax@un.org to request for any other kind of support

 Visit the UN Tax Unit Website at: https://tax.un.org/

 Book a meeting with a Tax expert at: Tax-Meet

mailto:taxportal@un.org
mailto:taxportal@un.org
https://tax.un.org/
https://outlook.office365.com/owa/calendar/TaxClientServiceMeeting@unitednations.onmicrosoft.com/bookings/
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