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School Connections - First Time Login Process

Signing into the system for the first time may take 15-30 minutes depending on your internet

connection and your experience with DUO Mobile —an authenticator tool used for Multi- Factor
Authentication at CBE.

e If you are signing in for the 1st time, proceed with the following steps.
¢ If you have already completed enrollment steps and have been successful with signing-in, go
to the Subsequent Login section. Subsequent logins are much quicker.

1. The City of Calgary has sent you an email invitation to enroll in the SC YYC database. The
invitation is sent from invites@microsoft.com:

The City of Calgary invited you to access applications within their organization nbox x

Microsoft Invitations on behalf of The City of Calgary <nvites@micresal

&~
i il if y izati W , indivi y i
© Please only act on this email if you trust the organization represented below. In rare cases, individuals may receive

fraudulent invitations from bad actors pesing as legitimate companies. If you were not expecting this invitation, proceed
with caution.

Organization: The City of Calgary
Domain: CalgaryCity onmicrosoft com

If you accept this invitation, you'll be sent to bitps:/portal azure comicalgary.ca

Accept invitation

L

Block future invitations from this organization
This invitation email is from The City of Calgary (CalgaryCity.onmicrosoft com) and may include advertising

content. Head The City of Calgary's privacy statement. Microsoft Corperation facilitated sending this email but
did not validate the sender or the message.

2. Click on the ‘Accept Invitation’ link in the invitation email and you will be redirected to the
landing page for the School Connections YYC login portal: https://schoolconnections.calgary.ca

*Note: All new users must not only accept the invitation, but also login to create a profile in the
SC YYC database. Failure to login will result in having to complete in the enroliment
process again.


mailto:invites@microsoft.com
https://schoolconnections.calgary.ca/

3. Click on Sign In.

@ Home- School Connections YYC X +

< C @ schoolconnections.calgary.ca

School Connections YYC

Calgary’s online hub for connecting not-for-profit and government organizations with schools. By connecting students and families with local supports, we are
working together to build stronger, healthier and more economically stable communities. Through a collaborative partnership between the City of Calgary, the
Calgary Board of Education (CBE), the Calgary Catholic School District (CCSD), and United Way of Calgary the School Connections YYC Framework was
created

4. Click on Azure AD button. CBE staff will use their existing Active Directory accounts.
Only Community organizations use their myID business accounts for sign-in.

< C @ schoolconnections.calgary.ca/Signin?returnUrl=%2F
A | Bo | Q| signin
%] Sign in Register Redeem invitation
Sign in with a local account Sign in with an external account

* Password \

O Remember me?

T our password?

The screenshot below in step 4 may or may not appear, depending on your security settings and other
factors, e.g. using VPN or working from home. If this screen doesn’t appear, go to step 6.

Please note: CBE uses the Duo Mobile application for 2FA. You will need to download this on your
mobile device (iOS or Android). The CBE’s preferred method is to use the “Send me a Push” option.

For more information, please see the CBE 2FA page:
https://insite.cbe.ab.ca/system tools/technology/2fa/Pages/default.aspx

If you are using an Android device, you may have another Duo icon. Duo Mobile will be green.

Duo Mobile

Duo Security LLC

Mobile



https://insite.cbe.ab.ca/system_tools/technology/2fa/Pages/default.aspx

5. Enter your CBE email and current password. Click Sign In.

L3 | 2 htps ot chaaba
QN COE intenal Permit nformatio.. & Signin

B — L

{1 Calgary Board of Education

Sign in with your CBE usemame and password

YourAccount @cbe.ab.ca

T

Sign in

Forgot Your Password?

11 you have aiready set up your security Profée on
Password Resel Tool,

STAFF - Click HERE 10 reset your password
STUDENT - Click HERE 10 reset your password

02620 Calgary Bourd of Education  Mome  Privacy

You may also see a Sign in pop-up appear. Enter your CBE email and password. Click Sign in.

21¢6-37e5-4242-8230-c269fc9b07a3&wa=wsignin1.0&8wtrealm=urn%3afederation%3aMia

Signin

hitps:/fadfs.cbe.ab.ca
Username |

Password




6. Click on Send me a Push.

a & nttps cheab.ca oo dreshz D&chent-reque i

3 C2E Intemal Permat Informatio... (3 Duo Security

7.Review permissions and click Accept.

J ) Dymmmis Wentog N WE 39 2 your scount M. e

- c @ PRRIDTNE MCTOLOR Com e

B Microsoft
YeurAccount che abca

Review permissions

B The Gty of Calgary CoganCey onmooei com
This resource is not shared by Micresoft

Tt crgmizaticn The City of Calgary would ke 10

Sgn yo

Read yout name, emad sSdreis and pROLO

/{1l Calgary Board of Education

For security reasons, we require additional information
to verify your account (mmmaikcoim@cbe ab.ca)

© CalMe

Enter a Passcooe

II’E

[ Remember me for 14 days

Caigary Board of Edecation  Mome  Privacy



8.Set up Multi-Factor Authentication. Click Next.

[ F5 Dynamic Webtop % B9 Signin to your sccount x + = B
& (6 @ login.microsoftonline.com/7262967a-05fa-4d59-8afd-25b734eaf1 esume w o :
3% Apps o Bookmarks [ TeamSites M Change Ma s 3 s @ on @ ce (<)) H s n nm ce (<) | 4 n

B® Microsoft

YourAccount @cbe.ab.ca

More information required

eeds more information to keep

Termsof use  Privacy & cookies - -+

9.Do not click on Next. Click on | want to use a different authenticator app link.

[0 75 Dyrasic Winbing x l' Wy Ly w +
<« C 8 MyugrinEmKrosct.oom regates Toadt token » Kzig-gi 1A OTIATDGS STahtI0EpRed v SRCRMON QTR S IRV I Vo_ M hOSERar AR marAlHTIN MAS00MWG A YRuaNMgHg o °

* locknats [ Tewcttm @ Oungeiarsgrent @ M00oc (@ OnelicteOnion @ CHCorde @ Teind B8 Vewtnde @ Letem @ (8 @ Mooutor PPon g o B

Calgary =

Keep your account secure

TOUT OFQRNINION NEQuares yOu B0 M1 up The L5 SOW) Mathads of prowng who you e

Microsoft Authenticator

Start by getting the app

6 On your phone. nisall the Micoaoft Authenticator spp. €

ANer o LM [T Mroselt AdDeriator 200 en your deve. (NoSse “Nex!

» o -



10. Click on Next.

- o x
O 13 Oman Wattop x. B0 Wysenim P
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Keep your account secure

ToUr SrGanZation reguanet you 10 set up B 1080wng Methods of proving who You e

Authenticator app

Bet up your account

I pour app. 833 3 rew account

Laact 12 a0t 0 2 diecect method

11.Use Duo Mobile on your mobile device to scan the QR code and click Next. Go to step 12.
[If needed, steps 11.1 to 11.5 outline how to scan and add into the Duo Mobile app]

O F5 Dynamic Webtop X B® MySign-ins x 4+ = |

<« > C #@ mysignins.microsoft.com/register?csrf_token=1Qzzg-pik7A_OT3ATDGi3-FPah2t9D8pReUvs_3G6RcIRHOh107BrZ8FIDXHRsV3Yo_Pv_hO3B2larA495uz_mxrABSHTR19A0DOOVgRYRusNMgHq... % 0 :

it Apps  Bookmarks R

Keep your account secure

Your organization requires you to set up the following methods of proving who you are.

Authenticator app

[Scan the QR code ]

Use the authenticator app to scan the QR code. This will connect your authenticator app with your
account.

After you scan the QR code, choose "Next".

Can't scan image?

L want to set up a different method



11.1.0pen Duo Mobile on your mobile device, click the ‘+" sign.

O 94868%

-

i DUO-PROTECTED
“e=  Calgary Board of Educati...

m DUO-PROTECTED

“am  CBE_TUA

ABOUT PASSCODES

11.2. Using the camera on your mobile device, scan the barcode shown on the computer
screen. It should automatically move to the next step when scanned.

O 94868%

Scan an activation barcode to link Duo Mobile to your
account.

NO BARCODE?



11.3. Click on MAYBE LATER to skip the password recovery setting.

Don't lose your accounts

Setting a recovery password will get
you up and running faster when you
restore or get a new device.

‘MAYBE LATER > gNABLE NOW

11.4. Review the account setting then click on the “go-back” arrow to return to the DUO
main screen.

1:35 O PARE7%

<) Uuo Restore Settings

By creating a backup with Google Drive, Duo
Restore makes it easy to recover your accounts
when you set up a new device

Note that deleting Duo Mobile will delete your

accounts and the associated backup on Goegle
Drive

Backup accounts with Google Drive &
Google Drive Account @gmail.com
EDIT

Last Backup: February 17, 2021, 1:31 p.m

LEARN MORE ABOUT DUO RESTORE

Automatically reconnect third-party
accounts

Have Duo Mobile automatically reconnect your
accounts using a recovery password

WHAT IS A THIRD-PARTY ACCOUNT?



11.5.You will see that a 6-digit code has been generated.

If the 6-digit code does not show up, make sure to click on the toggle down arrow.

*Note: The code will expire in 30 seconds. If the code is not entered within the timeframe, it
will refresh, giving you a new code to enter within 30 seconds.

M55 & & U Vva4AE74%

=1 = +

fi  DUO-PROTECTED

g bt

«u== Calgary Board of Educati...

" DUO-PROTECTED

4= CBE_TUA

] 8 'MICROSOFT > \

B juli_cbe.ab.ca#EXT#@Ca...

749 046 o

ABOUT PASSCODES

12.Enter the 6-digit code shown in Duo Mobile on your mobile device and click Next.

*Note: If your network connection is slow when entering the code, it could time out. You
can go back to step 11.5 to generate a new code.

Keep your account secure

Your organization requires you to set up the following methods of proving who you are

Authenticator app

Enter code

Enter the 6-digit code shown in the Authenticator app

749046

Back

10



13.Click Done.

O ¥4 Dymamsc rbicp X B Wigem X+
€ -+ C & mysgresmicrosofconvregsteriont joliens Qg o7 A OTIATOGE FPada00pRalig JGERIRMON YOTR I I0NHRIVIT0_Pe MOIBAwANSer maARSHTRIBA000OWATRNMgg.. @ °
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Keep your account secure

TOUr ONQaNZItion reguaves you 10 set up the folowng methods of proving who you ane.

Success!

pove sgring n)

reat Job! You have Baccessily et uD your Jecury info, Choose "Done” 10 &

Dufait signin method: Aumentcanor 309 oF Mardware 1oken - (ode

D Microaof Authenticdiee
(

14. Your Profile page appears showing your First Name, Last Name and E-mail.

[0 F5 Dynamic Webtop X @ Profile . School Connections YYC X +
& - C @& schoolconnections.calgary.ca/profile/?ReturnUrl=%2F e o

i1 Apps  Jr Bookmarks

Calgary |#8*

Home > Profile

Profile

Please provide some information about yourself.
H Neel Raniga The First Name and Last Name you provide will be displayed in your submissions as contact information

The Email Address and Phone number are required and will be displayed in your submissions as
contact information.

Profile

Your Position is required and will be displayed will be displayed in your submissions as contact
My Organization R 2

information.
& Security Your Information

N
Set password First Name ~ Last Name *
Your First Name Your Last Name
Manage External Authentication
E-mail Business Phone

YourAccount @cbe.ab.ca

Position *

11



15.Enter your CBE Position and Business Phone number then click Update.

How may we contact you? Select all that apply.

Email
Fax
Phone
Mail

e

16.Congratulations! You have successfully signed into the system and can now use the School
Dashboard to review Access Applications or search for programs via Program Directory.

@ Home Cistomwr SeltSevie X & - o X
4- & schookoonnections caliary.ca b BN e :
Calgary f || School Dashboard | | Pogram Directory | | EAQ | Q Your Name*

School Connections YYC

Calkgary's online hub for connecting not-for-profitf and govemment organizations with schools, By connecting students and families with local supports, we are
working logether 10 bulkd stronger, healthier and more economically stabie communties. Through & collaborative parnanhip between the City of Calgary. the
Calgary Board of Education (CBE), the Calgary Catholic School District (CCSD). and United Way of Calgary the Schoel Connections YYC Framework was

created,

Th not-for-proft organizations listed on the Orgarszation Database below have completed a pre-screening process wih CBE and CCSD, 80 schools can easly
reach out to them for programs and services

The ocganizations have all met the folowing parameters:
* Organazation is a govemmen! of @ regisiered not-for-profit organaaton
« Drganzation has adequate Insurance. and will maintain caverage theough the duration of the program
 Program can address an existing need of students and their familes
o All fees will be 100% waived upon request
= At loast one on-s8e staf! membar has a valid First Aid Certificate
« All program sta#f members and volunteers have completed a Police information Check, including vuinerable secior search venficaton, and are cleared 1o

work with children and youth

“Note: the pre-screening procass does nol assess the quaity or viskue of & progrim o service

12



Change Duo Mobile Authenticator Name to School Connections YYC
(Optional and Recommended)

e Android Users complete step 17 below.

e iOS Users skip to step 18 to complete.

Android Users:

17.  With your mobile device open Duo Mobile. Then press and hold anywhere in the new
authentication area (Microsoft — Email portion). Select Edit Account.

il DUO-PROTECTED

Cabgary Board

«uaw Calgary Board of Education

v

ji  DUO-PROTECTED
W CBE_TUA

_ )

B MICROSOFT
& nrraniga_cbe.al . aniga_cbe.ab.ca#E..

Edit Account

ABOUT PAS
Remove Account

17.1 Select all text in the Name field and delete it.

13



& Edit Account v

Name nrraniga_cbe.ab.ca#EXT#(

Icon =- Microsoft E

Type 3rd Party Account

17.2  Type in School Connections YYC then select the Checkmark to apply.

< Edit Account

Name School Connections YYC

Icon =. Microsoft =

Type 3rd Party Account

14



17.3 You will now see the updated Name displayed in Duo Mobile.

=us v

il DUO-PROTECTED

Galgary Board

smain  Calgary Board of Education

’ﬁﬁ DUO-PROTECTED
Y CBE_TUA

- ;

.. MICROSOFT
= School Connections YYC

ABOUT PASSCODES

15



i0S Users:
18. With your mobile device open Duo Mobile, click the EDIT button located at the top left of your
screen.

«1!! Rogers Wi-Fi & 3:10 PM 7 55% % )

Done =‘I= 4+ =

DUO-PROTECTED

Calgary Board of Ed...

MICROSOFT
rfdasilva_cbe.ab.ca...

18.1. Click anywhere in the new authentication area (Microsoft — Email portion)
*Do not select the red minus icon, it will remove the entry.
«1!! Rogers Wi-Fi & 3:10 PM 4 55% % )

Edit —] | B L =

it DUO-PROTECTED
Calgary Board of Education

MICROSOFT

rfdasilva_cbe.ab.ca#EXT#@Calg...

324140

16



18.2. Select all text in the Account name field and delete it.

«t'| Rogers Wi-Fi = 3:10 PM < 55% % )

< Back Account Details Save

Account name

rfdasilva_cbe.ab.ca#EXT#@CalgaryCity.onmicrosoft.com

Microsoft

18.3 Type in School Connections YYC and click Save.

«t'| Rogers Wi-Fi & 3:11PM <7 56% % )

< Back Account Details Save

Account name

School Connections YYC

Microsoft

17



18.4 Select Done.

«0' Rogers Wi-Fi & 3:11PM ¥ 56% @ )
Dons = i + =

DUO-PROTECTED

Calgary Board of Ed...

MICROSOFT
School Connections...

18.5 You will now see the updated Name displayed in Duo Mobile.
W1/ Rogers Wi-Fi & 3:11PM 7 56% % )

Edit mya gy

DUO-PROTECTED
Calgary Board of Education

MICROSOFT
School Connections YYC

18



School Connections YYC - Subsequent Login Process

1. Go to the School Connections YYC landing page for the login portal:
https://schoolconnections.calgary.ca

2. Click on Sign In.

@ Home - School Connections YYC X = +

<« C & schoolconnections.calgary.ca

=

School Connections YYC

Calgary’s online hub for connecting not-for-profit and government organizations with schools. By connecting students and families with local supports, we are
working together to build stronger, healthier and more economically stable communities. Through a collaborative partnership between the City of Calgary, the
Calgary Board of Education (CBE), the Calgary Catholic School District (CCSD), and United Way of Calgary the School Connections YYC Framework was
created.

3.Click on Azure AD button. CBE staff will use their existing Active Directory accounts.
Only Community organizations use their myID business accounts to login.

€« C @& schoolconnections.calgary.ca/Signin?returnUrl=%2F

*J)Sign in Register Redeem invitation

Sign in with a local account Sign in with an external account

* Password \

[J Remember me?

Forgot your password?

19


https://schoolconnections.calgary.ca/

4. Enter your email and click Next.

= a X
B2 Sign in to your account x +
“— (&) & login.microsoftonline.com/7262967a-05f, authorize?client id= 9 Td e POrOE et

To sign-in, please use username@calgary.ca and
your network password. If you need assistance.
please contact the IT Help Desk at 403-268-8008. If
you are a Guest User and require assistance, please
contact your IT support / help desk.

Termsofuse  Privacy & cookies

5. Enter your CBE email for Username and your current CBE password then click Sign In.

@ https//adfs.coeabea/adfs/lsiv: X | o
& CcC 0 adfs.cbe.ab.ca/adfs/ls/wia?client-request-id=bb3b8fe3-8a60-4¢73-9756-94905d42123e&wa=wsignin1.0&wtrealm=um%3afederation%3aMicrosoftOnline&wctx=LoginOptions%3D3%... e Guest

Signin

https://adfs.coeab.ca
Username

Password

m c‘“‘(el

20



The following screen may or may not appear, depending on your security settings and other
factors, e.g. using VPN or working from home. If this screen doesn’t appear, skip to step 7.

6.Click Send me a Push and approve the login. You will receive an approve/deny pop-up on your phone
[If you do not see the pop-up appear, go into the Duo Mobile app to approve/deny]

— o X

Q Dvo Secwrny x 4+

€« C B 2315.C00.30.CA/MaTL N WAl Chent Teg est -3« DO M. 2050-4c T3

7756-345050421 23afowa « wiigrun | DBoatresim +umIatedenaton’ JaMTosoNOnime Swcts LognOprons%30ik. € Guen

[l Calgary Board of Education

For securty we reguire
10 verdy your account (1 Qcbe a0 Ca)

5
Loty bt
o
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7.You should receive a Microsoft Verification Code on your mobile device. In the Duo Mobile
app, click on the toggle down arrow to display the authentication Code.

*Note: The code will expire in 30 seconds. if not entered within the timeframe the code will
refresh, giving you a new code to enter within 30 seconds.

Android Users:

i DUO-PROTECTED
i Calgary Board of Education

m DUO-PROTECTED

“iw CBE_TUA

. MICROSOFT U
B School Connections YYC

671 622

ABOUT PASSCODES

iOS Users:

o' Rogers Wi-Fi & 3:10 PM 1 55% &

Edit — |5 + =

Calgary Board of Education

rfdasilva_cbe.ab.ca#EXT#@Calg...

324140
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8. Enter the Code into the prompt on your web browser and click Verify.

BE Sgn m s pow sitou x +

& C & loginmicrosoftonine com

B Microsoft

YourAccount @cbe.abca

Enter code

[ Piease type In the coce dispiayed on you

IAPNUCINOT PP TrOm YOUr device

-

9. Congratulations! You have successfully signed into the system and can now use the School
Dashboard to review Access Applications or search for programs via Program Directory.

« ’ & schoolconnections calaary.ca & w» e

Calgary A || School Dashboard | | Program Directory Mo | Q Your Name

School Connections YYC

g students and families with local supports, we are

munBies. Through & colaborative parinanip between the City of Calgary. the

mnections YYC Framework was

D). and United Way of Calgary the S

created

Tha not-Sor-proft organizations listed on the Orgarszation Database below have completed a pre-screening process with CBE and CCSD, 8o schools can easly

reach out to them for programs and services

The ocganizations have all met the folowing parameters.

* Organazation is a govemmen! of & regisiered not PrOSE Organaahon
* Drganzation has adequate Insurance, and will maintain coverage through the duration of the program
* Program can address an existing need of students and thewr familes

All fees will be 100% waived upon request

At lnast one on-s80 stat! membaer has a valid First Aid Cemificate

All program staf! members and volunteers have completed a Police Information Check, including vuinerable secior search venficaton, and are cleared 1o

work with children and youth

“Note. the pre-screening proosss does nol assess the quaity or vislue ol & program o servics
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