Logging into Fusion

|
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For people that do not work for Sandwell Council or .II Saﬂdwe"

Metropolitan Borough Council

Sandwell Children's Trust.

This Quick Reference Guide looks specifically at the process to follow if you are not employed by either Sandwell
Council or Sandwell Children's Trust.

If you are a Council or Children’s Trust employee, then please refer to alternative Quick Reference Guides.

Your Oracle Fusion username will be your work email address. If you do not have a work email address, then you
will receive separate instructions advising how to access the system.

People not employed by Sandwell Council or Sandwell Children's Trust will need to connect to Oracle
Fusion remotely via the internet.

As you won'’t be connected to Sandwell’s internal network, for security purposes, before being able to
access the system, you will need to confirm your identity by providing:

* Your username
@ * Your password

* An authentication code that will be submitted to your mobile device — this is known as multi-factor
authentication

When you attempt to log into the system for the very first time, you will need to set up your
password. You will also need to set up the facility to be able to receive your multifactor authentication
code.

This will make logging into the system for the first time a little more complex, however once set up has
been completed, subsequent log ins will be much more straightforward

Copy the weblink that you were provided with and paste it into your web browser address bar. The Fusion log
in page will appear.
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m Input your User Name — this will be your work email address. Because you are logging into the system for the
first time, you will need to set your password.

To do this, select the Forgot Password? Link.
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OrgOt Password?

Need help signing in?

m A password reset email will be sent to your work email address.

Select the Reset Password button in the email.
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ORACLE

Reset your profile password for
sandwellmbc

Hi Neill Loughlan,

We received a password reset request for your account on Monday, April 29,
2024, at 6:16:07 AM CDT. Reset your password before the expiration date.

‘\

If you did not request this change, please ignore this email.

This link will expire on Tuesday, April 30, 2024 6:16:08 AM CDT.

If you have any questions, please contact your Cloud Account admin at
balbir bhogal@sandwell.gov.uk or at Oracle Support.
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The Rest Password screen will now appear. Type in a memorable password.
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Reset your password

Set a password for your user account,

New Password

LT New raeaword

As you begin to type your new password, a pop-up box will display detailing the rules for passwords.

Once you have entered a password that meets the requirements, re-enter it into the Confirm New Password
field.

Select Reset Password.

> C A B / wi/signin A o mD e % 8 - O

[»] o A @ Sendwell SharePon.. (@ Sandwell Fusion im... [B) Oracle Fusion Clcu.. € Microsokt Office Ho.. @8 Chat | Fusion Leads... ) Other lnems‘

4 Sendwel

Reset your password
Set a password for your user account.

New Password

® The password must have at least 8 characters.

® The password cannot exceed 40 characters.

® The password cannot contain the First Name of the user.
@ The password cannot contain the Last Name of the user.
® The password cannot contain the user name.

® The password must have at least 1lowercase characters.
o The password must have at least 1 uppercase characters.
@ The password must have at least 1 numeric characters.
o Cannot repeat last 4 passwords

Confirm New Password

Reset Password




Your password has now been reset. Return to the Oracle Fusion log in screen.

Input your User Name and then select the Sign In button.
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Need help signing in?

07 The Password screen is now displayed. Enter your newly created password.

Select the Verify button.
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Your have now been verified, and you are logged into the Oracle network.

Select the Oracle Fusion Icon. Note that in the live system, the Oracle Fusion icon may look different to the
example provided here.
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The Enable Secure Verification screen will be displayed.

Although you have accessed the Oracle network, you must complete multifactor authentication before being
able to access your Sandwell Oracle Fusion account. At your first time logging in, you will need to complete
the set-up process so that you can receive authentication codes.

Select the Enable Secure Verification button.
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Enable Secure Verification

Secure verification methods prove who you are. Two types of
verification methods are passwordless and multi-factor

ion (MFA), ion allows you to
verify your identity without requiring you to remember a
password. MFA is an extra security step to the authentication
process. Your administrator might have set up one or both
verification methods and require that you enroll in them before
accessing your account.

Password Proof Secure Access

What is Secure Verification?
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10 Choose the method that you would like to utilise for secure verification. In this example the user selects
Phone Number.
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Select a Method ro

Maobile App >+ Phone Number

What is Secure Verification?

1 1 Additional fields are displayed. Select your Country Code from the drop-down options list.

Enter the Telephone Number that you wish to use to receive verifications codes. Note you may need to
exclude the zero from the beginning of your telephone number.

Select the Text Me button.
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Mobile App =) Phone Number

Enter Your Phone Number

A passcode will be sent to your phone number.

Fountry Code
United Kingdom +44 .

Fhone Number

T9E262T385 ‘

Seandard rates may PPy

What is Secure Verification?
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A six-digit verification passcode will be sent to your mobile telephone.

Enter the six-digit Passcode. Select the Verify Passcode button.
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Monday, 29 April

576185 i your
andaweiimbc passcode

for the account NeiXXXX
X@socitmadvisory.co.uk.
This passcode is valid for
10 minutes.
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Mobile App G=  Phone Number

Enter Your Phone Number

A passcode will be sent to your phone number.
Country Code
United Kingdom +44 -

Phaone Number
7932627383

Standard rates may apply.

Enter the passcode below.

Passcode

576185

Resend Passcode
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You will see a message confirming that your mobile telephone has been successfully enrolled for multifactor
authentication. Select the Done button.
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Successfully Enrolled
+44XXXXXXXXE83 is enrolled

Done

Additional Secure Verification Methods

It is recommended that you set up an additional method. This
ensures that you have a backup

’/_'\ Mobile App

A /' Install the Mobile Authenticator App and use the generated
o passcode or approve requests through push notifications,

/~, Phone Number

N7/ Receive aphone call with a one-time passcade and use it to
verify your identity

The first time log in process is now complete. You have created your password. You have enabled multi-
factor authentication, and you can now see your Oracle Fusion homepage.
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Good afternoon, Neill Loughlan

QUICK ACTIONS

After logging in for the first time, subsequent log ins will be more straightforward. Details of how to
carry out future log ins are detailed in the following steps.
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Logging into Fusion after first time log in.

01 Copy the provided weblink and paste it into your web browser address bar. The sign in page will be displayed.

Input your User Name and select the Sign In button.
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Forgot Password?

Sign In

Need help signing in?

The password screen is displayed. Enter the Password that you previously created and select the Verify
button.
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Password

Enter your password

Show alternative login methods




The secure verification screen will be displayed, and a six-digit passcode will be sent to your mobile telephone.
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Mobile Number Verification

A text message containing a passcode has been sent to mobile
number +44XXXXXXXX383.

Passcode

| Enter Passcode

Trust this device for 15 day(s)

Show alternative login methods

Enter the six-digit passcode into the Passcode field. Select the Verify button.
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Mobile Number Verification

A text message containing a passcode has been sent to mobile
number +44XXXXXXXX383.

Passcode

223557

Resend Passcode
Trust this device for 15 day(s)

Show altemative login methods
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m Your have now been verified, and you are logged into the Oracle network.

Select the Oracle Fusion Icon. Note that in the live system, the Oracle Fusion icon may look different to the
example provided here.
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Good afternoon, Neill Loughlan

QUICK ACTIONS

That brings this quick reference guide to an end.
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