How to Set Up Single Sign-On

Theportal gives you thecapability to access different district resources from within the
portal withouthaving to enter multiple accountnames and passwords each time you want
to access those resources. In its current configuration the portal allows you to access
district email, Meeting Maker, the De Anza Library catalog system, and the Reports web
site (for getting your pay stub information) automatically frominsdetheporta. (More
systems will beadded later.) Y ou only need to enter your accountname and password
once for each resource and the portal will @ememberGit for you from then on.

To set up your accountsin the portal, click onthe My WorkplaceOtab.

Halln Sally Staff Tr.n:lm“I is Monday,
My De Anza My Workplace

When you click onthe O{Iy WorkplaceC')'gab thepagewill be updded to display the
content available on the My WorkplaceOpage (shown bd ow):

Portal BETA
Logout
[ 7
Hello Sally Staff . Today is Monday, May 21, 2007.
My De Anza My Workplace My Page
External Applications Cuslomizs District Resources
DA Library Catalo
FHDA Reports
FHDA Webmail » Foothill-De Anza District
MeetingMaker o Business Services
Maziratlaier ® Human Resources
» Facilities
® Purchasing
The first time you click the links above, you will be asked to enter your * Foothill-De Anza Foundation |
account name and passwaord for the application. Subsequently, when you * Educational Technology Services
click on an application here it will open in a new window. You will have ¢ Institutional Research
to move or close that window to see the portal page.
The links above will allow you to go directly to an application that runs
"putside of the portal” using a single sign-on. For now you can access De Anza Faculty Websites
the district's web-based email application, Meeting Maker and the FHDA )
Reports web site (MERS, pay stubs). Detailed instructions about using De Anza Faculty Websites
the External Applications Portlet are available on the ETS Call Center
portal help pages. ® De Anza Faculty Manila Website Index

We will integrate other applications into the portal as they become
available, including tools like electronic forms and the timesheet.

DA Faculty My Workplace Survey
Besides reporting problems, this is your chance to give us input
on what functionality (portlets) you would like to see on this page.
Tell us what ideas you have for new features. Thanks!

1) Please submit your comments about this page

| Submit )

Use the GExternd ApplicationsOportlet to set up single sign-on. A link to help and
informationfor uang for the Gexternd ApplicationgOportlet isin thetext directly bd ow
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thelist of applicationsthat are available. However, this @hesat sheetOwill also explain
howto set up single sign-onfor all four applications

Click onthe GCusomizeOlink in thetitle bar for the Externd Applicationsportlet. The
portal will updae the pageto display thefollowing:

Edit External Applications Portlet Settings
4}?3 = Reset to Defaults Apply | OK | Cancel |

External Applications Portlet Banner
Customize the name of the External Applications portlet by entering the new name in the Title field.

Bannerl

Select External Applications

Use the check boxes to select the external applications for this portlet. For each application you select, click
to supply your user name and password. You will then be logged in automatically each time you launch the
application. If you wish to change the name of the application as it appears in this portlet, use the Preferred Name
field to do so.

Display Change Stored Password Application Name Preferred Name

M DA Library Catalog |
= FHDA Reporis |
~ EHDA Webmail [
2 MeetingMaker |

Reset to Defaults I Apply | OK I Cancel |

In the column be ow DisplayOcheck al the applicationsyou want to display in the
C(Externd Applicationgportlet, which would make them available for single sign-on.
For each application you have checked, click on the corresponding QpendlOicon and
enter the accountname and password on the subsequent page

If youdo notwant to have the application accessible for single sign-on (and thus not
visiblein the GExternd Applicationgportlet), make sure the check box for that
applicationis not checked. If anew windowopens displaying the application then you
have been successful. If you are prompted for a username and password then you need to
enter tha information. If you don® have tha information contact the Call Center (ext.
TECH or 8324)

Test thesingle sign-on capability by clicking onthe link for each applicationin the
QApplication NameOcolumn. After the portal logsyouin theapplication should appesr in
another window (or tab, depending on how your browser is set) in your browser. If you
get alogin prompt then you may have entered incorrect information.

When you have finished entering al of your account information, click onthe OK button.
In thefuture, youwill nolonge need to enter any accountor password information. The
portal will automatically logyouin!
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