
Single Sign On (SSO) User On-Boarding Instructions 

 

Signing into the SSO Portal 

The SSO portal uses Loyola’s LDAP server as the credentialing system.  The LDAP server holds the 

usernames and passwords used to sign into a number of university applications.  For faculty and staff, 

those applications include the intranet, VPN, and campus wireless network (wifi).  For students, 

applications that use LDAP for authentication include LORA, OrgSync, and wifi.  If you are unsure of your 

LDAP password, please use one of these applications to test your password.  If you need assistance with 

resetting your password, please contact the IT Help Desk at 865-2255.  To sign into the SSO portal, 

follow these steps: 

 

1. Point your browser to https://sso.loyno.edu.  Do not use Chrome’s Incognito mode to access the 

site as certain options will not be available in Incognito mode. 

 

 

2. Enter your Loyola username, the part of your Loyola email address before the @ sign. 

3. Enter your LDAP password, and click Sign In. 

 

 

You will be presented with a login page to access your account settings.  For security purposes, you will 

be prompted to provide your account password anytime you access your account settings. 

NOTE:   For students, your LDAP password is the same as your LORA password.  Please 

enter UPPERCASE letters in your password. 

https://sso.loyno.edu/


 
 

4. Please re-enter your password and click Sign In. 

 

Create Account Recovery Settings 

After successfully logging into the portal and your account for the first time, the Account Recovery 

Settings page will appear.  To complete this part of the on-boarding process, follow these steps: 

1. Select three security questions, provide your answers, and click Submit 

 

 

The security questions and answers will be stored in your SSO account, and the Email Recovery section 

will expand. 

 

2. Enter a non-Loyola email recovery address that you can use to reset your password and click 

Verify. 



 

 

The Email Verification page will appear and a verification code will be sent to the email address you 

provided.  The email will come from account name ssoadmin@loyno.edu.  

3. Access your non-Loyola email account to obtain the verification code, enter it in the Email 

Verification window, and click Submit. 

 

 

After submitting the verification code, a green check will appear next to the email account. 

 

4. Click Phone Recovery to open that section of the recovery settings. 

mailto:ssoadmin@loyno.edu


 

 

5. Enter your 10-digit cell phone number (including area code), select your cellular carrier from the 

drop-down box, and click Verify. 

The Phone Verification page will appear and a verification code will be sent to the cell phone number 

you provided.   

 

  

 

6. Obtain the verification code from the text message, enter it in the Phone Verification window, 

and click Submit. 

NOTE:  If you do not receive a verification code on your cell phone, your cellular account may 

be set to not allow text messages sent from an email address.  You will need to log into your 

cellular account through the carrier’s web site and deselect this setting.   

 For Verizon Wireless, log into your cellular account and choose Plan, Blocks, Block 

Emails and Domains.  Remove the check mark by Block all text messages sent from 

email and click Apply. 

 



A green check mark will appear next to the phone number, and the MyApplications tab located in the 

bottom-right corner of the Account Settings window will become available. 

 

7. Click the MyApplications link.  A confirmation windows will appear. 

 

 

8. Click Yes to save your account recovery settings. 

 

 

The Quick Links page will present links for applications accessible through the portal.  The applications 

listed will vary based on your role in the community. 

 

 

 

These links require a separate login, but in many cases will be your LDAP account username and 

password.  A list of applications that use LDAP credentials for authentication include: 

 LORA (for students) 

 OrgSync 

 Degree Audit 

 VPN 

 Wifi 

 Slate 

 Pharos 

 Handshake 

 AcademicWorks 

 ClockWork 

 PrintManager 

 TimeClock 

 WebAdmit 

 Maxient 

 

As applications have their user login process integrated into the portal, those application links will 

appear on the SSO Apps page and will not require a separate login.  Thank you for completing the user 

on-boarding process! 


