
Two Steps to a Safer SSO 
 
Step 1) REGISTER (if you haven’t already done so) 
On the Sign In page, enter the following username 
and password combination:  

• username = your Personnel/Student number 
(example: P01234567 / 0601234567 )  

• User password = your Windows (Active 
Directory) password. This is the same 
password you use to log in to Office 365 and 
Pinnacle.  

Click Sign In.  

 

Select three security questions from the drop-down boxes and 
type in your answer to each question.  

Click Save.  
 

 

 

 

Each answer that you enter must be a minimum of four characters long. Answers are NOT case-sensitive. This means 

that you DO NOT have to enter each letter exactly as you did when the answer was first created. For example, the 

security answer CuteDog can be entered the next time as cutedog and the system will recognize and accept the answer. 

Step 2) CHANGE YOUR PASSWORD 

Click on your name in the top right corner, select Update 

Password from the dropdown 

Click Security Questions, then select Continue 

You will be prompted to answer two of the security questions 

that you chose when registering.  Click Authenticate 

 

It is important that you keep the answers to the security 
questions you chose for registration secret.  
 
Your answers are stored securely in a server without risk of 

exposure, and are only used to authenticate your identity. 

In order to achieve complexity requirements updated 

passwords must meet the following complexity criteria: 

Elementary School – 4 Characters 

Middle School – 8 Characters, Passwords cannot contain your 

username, first or last name 

 

High School/Staff – 8 Characters, passwords must contain at 

least 3 of the following 4 character types: 

o An uppercase character 

o A lowercase characters 

o A special character such as !@#$%^& ?*() 

o A number (0-9) 

Passwords cannot contain your username, first or last name 

 

 


