OKTA Dashboard

What is Okta and the dashboard?

Okta is the secure access and identity management platform that Barnardo’s uses to sign in,
authorise and manage users whilst protecting every identity within the organisation. This
allows you to be authenticated in our internal and cloud-based systems to prove you should
have access.

With Okta, you only have to remember one password for most applications and to access
our systems. Your Okta password is the same password you use to sign into your Barnardo’s

PC and is used to secure your identity on devices such as smartphones and tablets.

You can use your Okta dashboard to easily access applications such as:

o Office 365 o Clicktravel

o Yarooms o Dynamics 365 Finance and HR

o Content Server (e.g. book leave, expenses, amend
o Aviva for your pension personal details)

How do | get to it?

Open a browser (Edge or Chrome)

Input the OKTA log-in url: https://login.barnardos.org.uk
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This is your Okta dashboard. You can see Office.com and Dynamics 365 tiles here.
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You can get to any of these applications from this dashboard. Some you may have to sign in
to access, and some will open immediately (e.g. Content Server and Office 365).

Auto-launch

You can set an app to auto-launch each time you log into the Okta dashboard.

1. Click onto the ellipsis on an app

(® Recently Used

q \ Microseft Dynamics 365
E V Finance & Operations

Dynamics 365

Clicktravel Finance and...

2. Asidebar will open for it — click onto Edit at the bottom.
3. Then tick the ‘Auto-launch’ box and click Save.

\ Microsoft Dynamics 365

\ Microsoft Dynamics 365 . &
: ) Finance & Operations
Finance & Operations

Dynamics 365 Finance and

Dynamics 365 Finance and Operations

Operations

Launch App

‘ ‘ Launch App

) Website URL
Website URL

_ https://barnardos.operations.dynamics.c
https://barnardos.operations.dynamics.c

[ Auto-launch this app when | sign in ]

Auto-launch this app when | sign in

/' Edit ‘ ’ Cancel
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If auto-launch does not work next time you sign into Okta dashboard, take a look in the top
right corner of your browser address bar — if you see a small red X, this means a pop-up is
being blocked. Just click onto it and choose ‘Always allow pop-ups from......"” and press Done.

M Pop-ups blocked:

. https://barnardos.o.../2557?fromHome=true

Always allow pop-ups and redirects from
https://barnardos.okta-emea.com

O Continue blocking

For some apps, you can rename them to whatever suits you. Just click onto the ellipsis (3
dots) next to the app name and overtype in the App Name field.

ﬂ Clicktravel

@ Launch App
o’
Chicktrave App name
Clicktravel
Website URL

https://login.clicktravel.com/authenticat

Username

maxine.craig@barnardos.org | Copy

Password

sssssccscece ‘ Copy

Reveal

When you sign into an app, Okta will ask you if you want to save the password.

o kta Save Password

Disable for all apps
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Extra functions including change password, forgot password, support
and preferences

Create a new section
If you have a lot of apps on your dashboard, you can create a new section to keep it tidy.

Click onto the ‘Add section’ link at the bottom of the page or onto ‘Add section’ in the list on
the left of the page.

© Recently Used

|| Barnardo’s
My Apps
s & MyApps
Recently Used
™~ T
- AR - Work
Content Server Arcivate Milnvoices Microsoftonline
e Personal
Add section @ ]
J Office 365 YARCZIMS q'@
Avire Wil A Notifications
Office 365 YAROOMS % =S
Desktop (AVD)
as Add apps
© Personal

Type a name into the ‘create’ box and click Save.

Create section X

Section name

C:‘nccl u
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Your new section will appear for you to drag apps you want into this space. For example, a
Personal section:

@ Personal
Drag apps to this section
Remove section
@ Personal #
m Pl AVIVA
Aviva Aviva
Support

At the bottom of your dashboard page there is a Support link for help:

Support

Help: https://inside.barnardos.org.uk/resources-and-guidance/our-it/getting-connected/passwords-and-signing (2

Request an app

If you click onto the link, you will be taken to Inside Barnardo’s ‘Resetting your passwords
and changing your details’ page.

Q
i Barnardo's g g L -

Employee and volunteer support The BU Resources and guidance Safeguarding

> > >

Resetting your passwords and changing your details

How to re-set your passwords for Okta and Windows, Oracle and MyPlace, and b-Learning
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Settings

In the top right corner of the dashboard is your name - click onto the upwards arrow to
access Settings, Preferences, Recent activity and to sign out.

Maxine
Barnardos

~

Maxine Craig

maxine.craig@barnardos.org.uk

Settings

In Settings you can view your Okta account with sections for personal information, change
password, forgot password text message, forgot password voice call, and extra verification.

/ Edn Profile

A Personal Information & Change Password

First name Maxne

Okta username axne CroigGbomard
Primary email

Secondary email

0 Forgot Password Text Message

QO Forgot Password Voice Call

¢
3
®
3
)
]
- b g -~ > t
y 3 IS

v Extra Verification
@ Security Image

Okta Verify

Security Key or Biometric Authenticator

YubiKey

3 Dis L
© e A e SMS Authentication

Language
Voice Call Authentication
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Click onto the green ‘Edit Profile’ button and you will be asked to sign in and verify.

U Barnarda's

This could be by SMS if that is the option you have set. Click Send code then enter what
comes through on text.

U Barnandons

= &

SMS Authentication SMS Authentication

- [Fn:(\' a2 ]
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Preferences

If you click onto Preferences from the dropdown arrow in top right, you can change the
layout or disable the ‘recently used’ section.

Preferences x

Recently used O

Displays a recently used apps section.
Disabling will clear the apps from this

section.

Layout

Change how apps are displayed for your

current browser.

a0 —

| S—
Qoo —
—/—/

© Grid View List View

Pop up messages timer

Customize how long pop up messages stay

visible on the screen.

5 seconds v Preview

The Grid view appears as on page 1, the List view is as below:

My Apps Sort ¥
® Work
m Content Server
ARC Arcrvate Milnvoices
o Microsoftoniine
Cikcmoodle

° Clemoodie
@ Olmeservices

] Office 365 Office 366

YARCOMS YAROOMS
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Change password
Once signed in, you can change your password if you want. Your Okta password does not
need to be changed regularly and does not expire, but you may want to change it yourself.

If so, please pay attention to the requirements when you decide on a new password.

& Change Password

Currentpassword | sessccses
New password

Confirm new password

Forgot password
You can change your phone number if you use text message or voice call recovery.

0 Forgot Password Text Message @ Forgot Password Voice Call

Phone number

If you click on Edit for the text message section, you will enter the phone number you will
use to receive codes via text message, then click ‘Send Code’ to verify it works.

If you click on Edit for voice call section, you will enter the phone number you’ll use to
receive codes via a phone call., then click on Call to verify it works.
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Extra verification

You can also set up extra verification or remove verification options already in place. Note —

you will need to retain at least SMS authentication.

v Extra Verification

Extra verification Increases your account security when signing In to Okta and other

applications you use

Okta Verify Setup
Security Key or Biometric Authenticator Setup
YubiKey Setup
SMS Authentication Remove
Voice Call Authentication Setup
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