' Access and Login

To access single sign on, here are the steps:

NOTE: The first time you access
Single Sign On, you will be asked to
complete a minimum of 3 security

v Step 1: type in the URL: postone.onelogin.com questions.
v’ Step 2: Enter your Post student email in the username field
v’ Step 3: Enter your Post student email password in the password field Recommendation: Save the

URL as a favorite link.
UNIVERSITYe v’ Step 4: Click the Log In button and the App Home page displays
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Access, Login, and Signoff »

Office 365 QUICK USER GUIDE | FORGOT PASSWORD | HELP App Home Page
Lynda.com

Web Registration
WebEXx

Add / Delete Personal Tile
To sign out of the entire single sign on application, click the & Sonin the upper right; from the dropdown list select
Other Buttons Log Out.

Login Page

Signoff

Error Messages To close a single application but NOT sign out of single sign on, click the browser tab opened for that application.
All other open applications and access to the App Home Page remain open.




Password Help and Support

If you need help retrieving your password, try one of the following solutions:

Option #1: From the single sign on screen, enter your Post student email and then click Forgot Password. You can elect
O s to have your password reset using your security questions or have it sent to your email.

UNIVERSITYe \Y Fost \Y Bost Y Rost
BACK TO SIGN IN | SECURED BY ONELOGIN
GUICKLSEROU {FORGOT BEASSWORD LR BACK TO SIGN IN | SECURED BY ONELOGIN
Depending on which you select (email or security questions), one of the following screens display. Complete it and
. . click Continue. P
Access, Login, and Signoff Y Post
Please answer your securi ity questions 'y quQu§w.
Password Help and Support e
Ofﬁce 365 In what city were you married? (Enter full name of city) E;’;;;g‘;j{"}:fg;:?};:?;;Tﬂ:s:v:::”EFBW minutes,
Lynda.com
Web Re istration Back to Sign In | Secured by OneLogin
Option #2: If you have registered your account with the self-service password portal, do the following steps:
WebEX v
— Go to password.post.edu on any web browser.
Add / Delete Personal Tile v" Enter your Accour_1t Name,_ which is the same as your emal_l name. _
- v Answer the security questions using the answers you provided when you registered.
Other Buttons v" Contact the Blackboard Support Center at 866.604.5625 if you encounter any problems.
Error Messages Option #3: If you have not registered with the self-service password portal, please contact the Blackboard Support

Center at 866.604.5625 for help with your Post University email password.




] Office 365

Office 365

Office 365

Office 365 provides access to your Post student email account and the online version of Microsoft applications like
Word, Excel, and PowerPoint.

The first time selecting the Office 365 tile, the following screen displays all the Microsoft applications including your
student email tile:

- To access your student email, click on the
Office 365 | Outlook ’
UNIVERSITYe Mail tile. You will be asked to set your

language and time zone and Save.

Let's make a

difference today. - " ﬂi O Ut | OO k

s English (United States) E
Access LO in and Si nOﬁ: Select time zone B
Password Help and Support oy
ave

Office 365
Lynda.com

Dffice 365 | Outlook

Your Post student email opens. This is the screen that will open

N o ”d_ nbox e when you click on the Mail tile after the first time you access email.
WebEx o WbECimSN NOTE: If you want to get back to the other Microsoft apps

_ like Word or Excel, just click on the square in the upper
Add / Delete Personal Tile aEmps me LEFT comer (highlighted in red).
Other Buttons e Recommendation: Lynda.com provides training on the
——— A Microsoft applications.

Error Messages
Get Help: In the upper right of the screen, click on the ? to
access help content.




lynda.com

' Lynda.com <

Lynda.com provides you access to online training for software, business, technology, and creative skills to achieve
personal and professional goals.

When completing any course in Lynda.com, you can print a certificate of completion which can also be uploaded to
your LinkedIn profile (which owns Lynda.com).

UNIVERSITYe The first time selecting the Lynda.com tile, you will receive a welcome message and immediate access.

Let’s-starttearning!

Open up the drop-down menu next

You now have access to our content. Update your learning profile here »

Hi, Post gy v to your name in the upper right
corner of the screen and you will
. olN U . Profile have access to all the classes you
c Hi Post, welcome to lynda.com have taken, certificates, your profile,
Playlists and logout.

We're excited to help you achieve your learning goals.

Access, Login, and Signoff

History

° Watch Now

Password Help and Support
Office 365

Recommended

Certificates

Recommendation: Click the
Lynda.com Watch Now button to see a

Web Reistration video about using Lynda.com Log out
WebEXx

Bookmarks

: Get Help: Scroll to the bottom of
Add / Delete Personal Tile NOTE: If you want to see a complete list of all the classes available on any page in Lynda.com and access

Other Buttons Lynda.com, just click on the Library link. support.

Error Messages




' Web Registration

The University has a registration portal called Web Reg that allows students to register for courses and review your
personal and academic information.

PO s l When you click on the tile in PostOne, you will access the current online registration page.

UNIVERSITYe
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Post

UNIVERSITYz

HOOSE DMLINE (6/37-0/21716) = Registration Opan

Welcome Michael

Tha information yeu &ne vaming it for the MODS OMLINE (67278217 18) term.
You b n succenal wlty Iogged in wth B roles lnted below.

Access, Login, and Signoff

wratly raguiler for Soai.
rop cournes for thin ferm from §/39,3008 through TYLI3008, bebwesn the hours of 1200 and 24200

Password Help and Support
Office 365

Lynda.com
Web Registration
WebEXx

Add / Delete Personal Tile

Other Buttons Get Help: scroll to
the bottom of the screen
Error Messages

to get the hours and
telephone number for
support for WebReg.

For online registration support, pleass call IB0-001-7373
ar Vesdiy B FOAM-ToooPm
Talu reieevwd 3o bousey ol e refarrad wd b ane bt dey . § el ssarar




Cisco
WeneX
' Webex WebEXx Enterprise
Webex is the global leader in web and video conferencing.

The first time selecting Webex, you will be logged into your personal room in Webex.

My WebEx post student@students

I

U N I V E R S I T Y New User - @ English : New York Time
® ’EZ:Z":E Post Student's Personal Room®@ 810
Meeting 732 928 682 |nvne® @

« Host a Meeting

Room E

Schedule a

Meeting ®
Meet Now

My Meeungs \, Use VolIP only
. . My Recorded
Access, Login, and Signoff Meetngs ®
» Set Up By entering this room, you are accepting the Terms of Service and Privacy Statement
Password Help and Support - suport 45
Office 365
1. Start here to view videos, guides, and step-by-step instructions for Webex.
Lynda.com 2. This identifies your name and your personal Webex room.
D REgIstation 4. Click on the wheel to set preferences for your Webex room or click refresh. out Lynda.com for training
WebEXx 5. Click the Invite link to send an invite for an immediate meeting to one or more persons. on how using Webex.
_ 6. Click the Enter Room button when you are starting or joining a scheduled meeting;
Add / Delete Personal Tile Webex will begin and provide you the tools for the meeting.
7. Use Schedule a Meeting to set up a meeting.
Other Buttons 8. Use My Meetings link to see all meetings you have set up/conducted. Get Hglp. On the left
Error Messaaes 9. Click My Recorded Meetings to access a copy of any meeting you had recorded. menu, click to open the
SO Vessages 10. Click the Support button to get resources, guides, training, and Webex Help Desk support options.

telephone numbers.




' Add a Personal Tile

You can add personal tiles to your single sign on Home Page by selecting them from the =
list of available sites.
v Step 1: Click the NEW APP button in the upper right corner. The list of categories of NOTE: The first time you
apps displays with the number of apps available for that category in parentheses. use a Personal App by
clicking the title, you will be
v Step 2: Click on the category to display the list. Find the site you wish to add to your oKing o YO

asked to sign in using your
existing username and

v Step 3: Click on the tile to add the app (they are listed in alphabetical order). password. You do this only
once and from then on you
need only click the tile for

single sign on Home Page.

UNIVERSITYe

v Step 4: Configure the app and click Save.

The app is now added to your PERSONAL APPS section of the single sign on Home Page. access.
. SIn () . They will appear left to right in alphabetical order by the name on the tile.
Ao, [Leai ekl Gl s Delete a Personal Tile
To do this, complete the following steps:
Password Help and Support v Step 1:  Get to the App Home Page by logging into single sign on.
Office 365 v Step2:  On the upper right, click the Edit Pencil icon to change it to a Checkmark. Only tiles you added will be active.

Lynda.com v Step 3:  Click on the tile you would like to remove.
v Step 4:  Click the Delete button to remove the tile. Click Cancel if you decide you do NOT want to remove it.

Web Registration
WebEXx
Add / Delete Personal Tile

Other Buttons NOTE: You will have access to Single Sign On while you are a student at Post University. After your tenure as a
student, you will no longer have access to SSO and will need to sign into each personal site using the username and
Error I\/Iessaes password you set up for that site originally.

v Step 5:  Click the Delete button on the confirmation message to delete this app; click Cancel to ignore the request and
keep the app. You will receive a confirmation message for any tile that is deleted.
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Access, Login, and Signoff
Password Help and Support
Office 365

Lynda.com

Web Registration
WebEXx

Add / Delete Personal Tile
Other Buttons

Error Messages

Other Buttons

In the upper right of the screen are some buttons and icons which will help you work with single sign on.

DO 6 @& ©a Full Tile Abbreviated Tile
-1 1] Office 365 Pap—
Office 365

1 If this button is darker / gray, it means the full tile display option is

selected.
2 If this button is darker / gray, it means the abbreviated tile display

option is selected.
3 If this button is selected, it changes to a check mark, only your

personal apps are accessible, and you can then edit / delete a

personal apps. ®
4 Click the NEW APP button to add personal apps to your Home

Page. _ _ Profile
5 Click the icon to display a drop-down menu of items.

Security

If you select Profile from the drop-down menu, you can access your information including
an option to change your password for single sign on.

If you select Security, you can access, edit, and delete your security questions.

If you select Secure Notes, you can add notes you want to store in a secure location. You
can add, edit, and delete notes.

If you select App Portal / Home you return to the single sign on home page.

If you select Log Out, you log out of single sign on.

Secure notes
App Portal / Home

Log Out




Error Messages

Below are some of the error messages you might encounter. The What Happened / Solution explains why it occurred and
how to fix it.

Error Message What Happened / Solution

You typed an incorrect username or password in the log in screen. If you

U N | V E R S | T Y® Invalid username or password know your user name, enter it and then click the Forgot Password button
for assistance.

You clicked on an app tile and this message displayed. Click the browser
Q back button and try again.

SOMETHING WENT WRONG...
You have insufficient privileges to perform this operation.

You clicked on an app tile and this message displayed. Click the
download the extension option.

Access, Login, and Signoff

Download the extension

Password Help and Support ———

o Post University requires at least 3 security questions. You receive this
message when you try to remove a question and it will result in there

Office 365
Lynda.com being less than 3 security questions.

To remove an existing question, you must first add a 4" question. Then,
Web Registration you can remove the question you no longer want for security.

WebEXx
Add / Delete Personal Tile
Other Buttons

Error Messages
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