
Single Sign On (SSO) User On-Boarding Instructions 
 

Signing into the SSO Portal 

The SSO portal provides a single location where multiple Loyola applications can be accessed using a 
single login.  If you have logged into the SSO previously but have forgotten your password, please go to 
https://sso.loyno.edu and use the Reset Password link at the bottom of the Sign In box: 

 

You will be prompted to provide password recovery information that was setup when you first on-
boarded to the SSO.   

If you have never signed into the SSO, please follow these steps to complete the on-boarding process:  

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. 

NOTE:   Your password is the first two characters of your first name, followed by the last 
4 digits of your social security number.  (fnXXXX)  

https://sso.loyno.edu/
https://sso.loyno.edu/


3. Enter your SSO 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. 

 
 

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 your Loyola email address or another email 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. 
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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. 

A green check mark will appear next to the phone number, and the My Applications tab located in the 
bottom-right corner of the Account Settings window will become available. 

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.   

              
               
    

 



 

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

 

 

8. Click Yes to save your account recovery settings. 
 
 

The SSO Apps page will present links for applications accessible through the portal with integrated login.  
The application list will vary based on your role in the community.  Note: Lora will ask you to login the 
first time you click on it.  The pin is the same as your default SSO password. 
 

 
 

The Quick Links page in the SSO will present links for applications that do not have application login 
integration.  While these quick links require a separate login, in many cases the username and password 
are the same as the SSO username and password.   
 
Thank you for completing the user on-boarding process! 


