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.

Users that do not work for either 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 — this will be emailed to you

* Your password - you will create this using the process described within Part 1 of this guide

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

@ An email will be forwarded to your email address that contains your Oracle Fusion username and the
process to activate your account.

Note — the account activation email is only valid for 24 hours from the time of the email being issued. To
activate your account after the 24-hour period has expired, please go to Part 2 of this guide.

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. The process for subsequent log
ins is described in Part 3 of this guide.

Part 1 - Logging into Fusion for the first time.

| You will receive an email that contains your Oracle Fusion username.

Activate your profile in account -
sandwellmbc

HiNelll Loughlan,

You have been granted access to Cloud Console or an Identity Domain. Activate your ac-

count before the expiration date.

neill_loughlan@email.com

Activate Your Account.

This link will expire on Wednesday, October 9, 2024 2:54:07 PM BST.

If you have any questions, please contact your Cloud Account admin at

fusion_login@sandwell.zov.uk or at Oracle Support.
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m To set up your Oracle Fusion account, select the Activate Your Account button within the email.

Note — the account must be activated within 24 hours of the email being issued. Instructions for how to
proceed if the 24-hour period has expired are contained in Part 2 of this guide.

"2 Sandwel

Metropolitan Borough Council

Activate your profile in account -
sandwellmbc

Hi Neill Loughlan,

You have been granted access to Cloud Console or an Identity Domain. Activate your ac-
count before the expiration date.

Cloud Account / Tenancy: sandwellmbc
Username: neill loughlan@email.com

Activate Your Account

I This link will expire on Wednesday, October 9, 2024 2:54:07 PM BST. |

If you have any questions, please contact your Cloud Account admin at

fusion login@sandwell.gov.uk or at Oracle Support.

m A web browser will open, and the Reset your password window will be displayed.

Enter a memorable password into the New Password field.

> C A B mpw pjsignin A oo e g - O

(] oa & . ... (@ Sancwell Fusion im.. [B) Oracle Fusion Clou.. @ Microsokt Office Mo.. @ Chat | Fusion Leads. ) Other favorites.

.
i Sandwel

sandwellmbe
neill.loughlan@email.com

Identity domain &
OracleldentityCloudService

Reset your password
Set a password for your user account.

New Password
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m 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 6 m/ui/vifsignin A om e @R - O

£ Import fevorites | ) Del & Brand Guideliness.. (@ Sandwell SharePon.. @ -2 F ou. @ . @ Chat|Fusion Leads.. ) Other favorites

N
=i Sandwell

Reset your password

Set a password for your user account.

New Password
r

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

Confirm New Password

Reset Password

m A box will be displayed confirming that your password has been reset.

Select the Continue to Sign In button.

=21 Sandwel

Metronamnen Bareugh Co

sandwellmbc

neill.loughlan@email.com

Identity domain ®
OracleldentityCloudService

Congratulations!

Your password has been reset. Please login using your new
password.

3

Continue to Sign'in
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Your password has now been reset. You will now see the Oracle Fusion log in screen.

Input your User Name (see step 1 in this guide) and then select the Sign In button.

C A O npsd Juifv? signin A O v o K - O

) Dell & Brand Guidelines a.. (@ Sandwel SharePoin.. @ Sandwell Fusionim.. & & Cnat 2 ion Clow.., (&) Fu 0. ) Other favorites

i Sendwel
sandwellmbc
Oracle Cloud Account Sign In

Identity domain @
OracleldentityCloudService

User Name
| neillloughlan @email.com
Orgot Password?

Need help signing in?

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

Select the Verify button.

> C A 06 mpw peifsignin A Mmoo @R - @

3 mpor Pos & - . @ Sencwel Fusion im. (] Orscie Fusion Ciow. € Microsoft Offce Ho.. @ Chat Fusion Lesd 1) Other favorter

.
o= Sandwel
sandwellmbc

neill.loughlan@email.com

Identity domain @
OracleldentityCloudService

®

Password

Enter your password

Show alternative login methods

Page 4



m The Enable Secure Verification screen will be displayed.

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.

€ C A O nps/d fsignin AN O B R

[7) D & 8rand Guidelines a.. (@ Sandweli SnarePoin. @ Sancwell Fusion im... €3 M 2 . Clow... ) Other favorites
.
o Sendwel
sandwellmbc

neill.loughlan @email.com

Identity domain @
OracleldentityCloudService

Enable Secure Verification

Secure verification methods prove who you are. Two types of
verification methods are passwordless and multi-factor
authentication (MFA). Passwordless verification 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

Ee
+
[

2 I :
<

Click below to enable secure verification methods for your account.

Enable sre \ ation

m Choose the method that you would like to utilise for secure verification. On screen instructions are provided
for whichever method is selected.

In this example the user selects Phone Number.

€ C 0 B hsd 1/sig 9 uter= A oD e R -0

) Dt A Srand Guidelinesa.. (@ Sandwell SharePon.. (@ Sandwell Fusionim.. € Mi & o 2 ion Clow...  [8) Clow... £7) Other favorites

1 Sendwel
sandwellmbc
neill.loughlan@email.com

Identity domain @
OracleldentityCloudService

Select a Method i ro

Mobile App = Phone Number

What is Secure Verification?
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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 verification codes. Note you may need to
exclude the zero from the beginning of your telephone number.

Select the Text Me button.

« C o @ hitps/fides- 2643823800 34708819507 50128 1aaidentity lecloud. fuifv1 fsigninZroot = ent-router=enroll A iy m = @ | - n

[ Det &y Brand Guidelines a.. b Sancwell SharePoin.. b Sandwell Fusionim... €8 Microsofi Office Ho.. i Cht | Fusion Leads. Oracia Fusion Clou... Oracie Fusion Clow... ) Other favorites.

.
i Sandwel
sandwellmbe
neill.loughlan@email.com

Identity domain @
OracleldentityCloudService

Select a Method What are the differences? @

Mobile App 5= Phone Number

Enter Your Phone Number

A passcode will be sent to your phone number.

Fountry Code
United Kingdom +44 .

Phone Number
7932627383

Seandard rates may PPy

What is Secure Verification?

A six-digit verification passcode will be sent to your mobile telephone.

17:30 R&=C. 71%a

{ : ORACLE W

Monday, 29 April

576185 i your
arlaweiimbc passcode

for the account
neill.loughlan @xxxx.com
This passcode is valid for
10 minutes.
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12 Enter the six-digit Passcode. Select the Verify Passcode button.

€ C A O hitpsio om/uifv1/sig Iment-router=enroll A Dot e R - O
[ Dl Brand Guidelinesa.. E3n Sandwell SharePoin.. (3 Sandwell Fusion Im.. €3 Microsoft Office Ho G Chat | Fusion Leads... [] Orace Fusion Clou.. Oracle Fusion Clou... ) Other faverites
']
i Sandwel
sandwellmbc

neill.loughlan@email.com

Identity domain @
OracleldentityCloudService

Select a Method What are the differences? @)

Mobile App

Enter Your Phone Number

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

Phone Number
7932627383

Standard rates may appiy:

Enter the passcode below.

Passcode

576185

Resend Passcode

13 You will see a message confirming that your mobile telephone has been successfully enrolled for multifactor
authentication. Select the Done button.

€« G R & hitps/ick 0881950750120 1 aaidenti i &0 bt B R -~ 0O

[ Det Ay Brand Guidelinesa.. @ Sancwell Sharefoin.. [ Sandwell Fusion Im.. @ Microsoft Office Ho... i Chat | Fusion Leads.. [8) Oracle Fusion Clow... [B) Oracle Fusion Clou... ) Other favorites

.
=i Sandwel
sandwellmbe

neill.loughlan@email.com

Identity domain @
OracleldentityCloudService

=)

Successfully Enrolled
+44XXXXXXXX383 is enrolled

Additional Secure Verification Methads

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

Mobile App
0 Install the Mabile Authenticator App and use the generated

passcode or approve requests through push notifications.

Phone Number

Receive a phone call with a one-time passcode and use it to
werify your identity.
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m You are now logged into the Oracle Fusion cloud. Select the Fusion-Prod icon to proceed.

« > ¢ 22 ides-26438ae380b3472d8819507e50281aa.dentity.oraclecloud.com/ui/v1/myconsole b+ ¢ ﬂ' .i, -

| ]
uf Sandwell >

I
z

& Favorites + Add Sort Name bt E i=

Fusion-Prod

E 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.

Good afternoon, Neill Loughlan

Me

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 Part 3 of this guide.
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Part 2 — First time log in, but my account activation
email has expired

Your Oracle Fusion account activation email is valid for 24 hours. If you have not activated your account
before the email expires, then you will need to access Oracle Fusion via the weblink below:

https://idcs-26438ae380b347ed8819507e50f281aa.identity.oraclecloud.com/ui/vl/myconsole

The weblink will also be available in your Oracle Fusion go-live communications.

Paste the weblink into your web browser address bar.

& @ DO |G Apps|Mirosoit 365 x |3 on z % | # Demo of user 20241 X O Cloud Sign In = I8 - &8 X
« G Al & s identity. oraclecloud.comuv/signin | Ay oo s 5 - O
[ Dell  y Brand Guidelines an... (3 Sandwell SharePoint. EJh Sandwell Fusion Im.. €3 Microsoft Office Ho... B Chat | Fusion Leads. Oracle Fusion Cloud... Oracle Fusion Cloud.. £y ORG - 2022 Fusion L. (] Rise_Template_CFO... ) Other faverites
s
i Sandwel

sandwellmbc
Qracle Cloud Account Sign In

Identity domain @
OracleldentityCloudService

User Name

User name or email

Forgot Password?

Need help signing in?

m The Oracle Fusion sign in screen is displayed. Enter your username as specified in your activation email in the
User Name field.

Next, select the Forgot Password link.

A @ D |0 Apes|Microso36s X | ORG- 2022 Fusion Implementatic X | b Demo of user name access-2024° X © Cloud Sign In x  + - -] X
« ¢ m &) hitpsy/ide: lechoud.comy/ui/v1 fsignin A m = @ T - 0
[ Dell I Brand Guidelines an... (b Sandwell SharePoint. € Sandwell Fusion Im... €8 Microsoft Office Ho.. i Chat | Fusion Leads..  [@) Oracle Fusion Cloud... [] Oracle Fusion Cloud.. £ ORG - 2022 Fusion L. {J] Rise_Template_CFO0... [ Other faverites

.

o Sandwel

sandwellmbc

Oracle Cloud Account Sign In

Identity domain @
OracleldentityCloudService

Lsgchlae

I neill.loughlan@email.com I

Need help signing in?
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https://idcs-26438ae380b347ed8819507e50f281aa.identity.oraclecloud.com/ui/v1/myconsole

The Forgot Password box will display. Enter your username once again and select the Next button.

C @ @ hitps//id A signin A e ot B K - O
Eipel & -} [ 3 im.. € Microsoft Office Ho.. @ Chat| Fusion Leads.. [B) Oracle Fusion Clou., (@) Oracle Fusion Clou... [ Other faveries

248 Senciwel

sandwellmbc

Identity domain @
OracleldentityCloudService

Forgot Your Password?

Having trouble wi&h your password? Reset it here.

What's your user name?

neill.loughlan@email.com

You will see that a password reset email has been forwarded to your personal email address.

> C R O npsiic vifsignin A omoe oK - O
(] o & -3 - - @ lou. €3 Micosoft Office Ho.. o8 Chat | Fusion Lesds... [ Other favorites
B
=i Sandwel
sandwellmbc

neill.loughlan@email.com

Identity domain ®
OracleldentityCloudService

&

Password Reset Notification Sent.

A password reset notification will be sent to the recovery email
address associated with your username neill.loughlan. If
you haven't received the password reset email, then please check
your spam folder or contact your sysleL administrator. You can
also retry after 10 minutes.
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m Access your email inbox and open the password reset email. Select the Reset Password button.

::= Sandwell

Maetropotitan Borough Councll

Reset your profile password for
sandwellmbc

Hi neill.loughlan,

We received a password reset request for your account on Wednesday, October 9,
ﬂ 2024, at 9:38:52 AM BST. Reset your password before the expiration date.

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

This link will expire on Thursday, October 10, 2024 9:38:53 AM BST.

m A web browser window opens, and the Reset Your Password box appears.

From this point, follow steps 3 to 15 in part one of this guide to log into Oracle Fusion for the first time..

R T  )

> C A 6 s e fsignin
(] oa & . « @ Sandwell Fusion im.. (@] Oracle Fusion Clow.. € Microsokt Office Mo.. & Chat | Fusion Lesds... ) Other favorites.
»
o Sandwel
sandwellmbc

neill.loughlan@email.com

Identity domain &
OracleldentityCloudService

Reset your password
Set a password for your user account.
New Password

Confirm New Password
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Part 3 - Logging into Fusion after first time log in.

In your Oracle Fusion go-live communications, you will have received the below weblink that will take you to
the Oracle Fusion sign in page.
https://idcs-26438ae380b347ed8819507e50f281aa.identity.oraclecloud.com/ui/vl/myconsole

The weblink will also be available via the Oracle Fusion intranet page.

Copy the weblink and paste it into your web browser address bar. The sign in page will be displayed. You may
wish to save this page as a favourite — this will make access easier in the future.

Enter your username in the User Name field and select the Sign In button.

R @ D | O s Mconnss X | €5 ORG- 2022 Fusion Implementati X | # Demo of user name access-202¢' X © Cloud Sign In
< C @ a4 Mo B -
[ Del A& Brand Guidelines an... Microsoft Office Ho... Chat | Fusion Lesds..  [@) Oracle Fusion Cloud... [@) Oracle Fusion Cloud.. @ ORG - 2022 Fusson L. (] Rise_Template CFO0.. ) Other fvorites

4 Sendwel
sandwellmbc
Oracle Cloud Account Sign In

Identity domain ®
OracleldentityCloudService

| ‘neill.loughlan@émail.com l
-0rgot Passworl

Need help signing in?

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

> C A 6 e Vifsignin A m o R 8 - O
(=]

B importfavortes | [7) Det ) Brand Guideines .. (@ Sandwell SharePoin.. (@b Sencwell Fusion im. [B) Oracie Fusion Ciow.. € Microsht Offce Mo, & Chst | Fusion Lesds

-
=& Sandwel
sandwellmbc
neill.loughlan@email.com

Identity domain @
OracleldentityCloudService

<
©)

Password

Show alternative login methods



https://idcs-26438ae380b347ed8819507e50f281aa.identity.oraclecloud.com/ui/v1/myconsole

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

€ G @ (O hips/ides-264383e3806347ed8819507e it Arom ot e R - O

) el & Brand Guideines .. @ Sarciwell ShareFin.. @ Sancell Fusion im... € Wicrosoft Ofice Ho.. 8 Chat| Fusion Leadk.. (] Gracke Fusion Clow.. [ Orace Fusion Gl £ Oher favortes

o Sandwel

sandwellmbc
neill.loughlan@email.com

Identity domain @
OracleldentityCloudService

TN
)
\&)
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.

“« C m B httpsy//ide TedB819507e50128 1280 il fsignin

) Dell & Brand Guideiness.. €0 Sandwell SharePoin.. (B Sancwell Fusion im.. € Microsoft Office Ho.. @ Chat | Fusion Lesds... Oracle Fusion Clow... [ Oracke Fusion Clou..

"
sandwellmbc
neill.loughlan@email.com

Identity domain @
OracleldentityCloudService

NN
(63)
N
Mobile Number Verification

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

Passcode

576185

Resend Passcode
Trust this device for 15 day(s)

Show altemative login methods
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m You are now logged into the Oracle Fusion cloud. Select the Fusion-Prod icon to proceed.

&« > c 22 ides-26438ae380b3472d8819507e50281aa.dentity.oraclecloud.com/ui/v1/myconsole Toy ﬂ' .i, - H
I.I
us Sandwell N
. Matropolitan Borough Council
& Favorites + Add Sort Name bt E i=
*
Fusion-Prod

m Your Oracle Fusion homepage is now displayed.

Good afternoon, Neill Loughlan

Me

QUICK ACTIONS

7days g0

ACTION REQUIRED.

That brings this quick reference guide to an end.
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