Early Childhood and Elementary Education Division
School of Continuing Education
Hong Kong Baptist University

User Guide on Student Email Account

SSOid (Single-Sign-On user ID) is an unique login account name for you to access all central IT services
provided by the University, such as your HKBU email, Student Information System (SIS), Library
System as well as other IT systems. Being a new student, you should ACTIVATE your SSOid account
with reference to the following information.

1. Email Address
The email address of the student is generated based on the student ID number.
For example (1): |
Student ID number: 12912345 - email address: 12912345@life.hkbu.edu.hk

2. User Name
The username is the 8-digit student ID.
For example (2): |
Student ID number: 12912345 -> username: 12912345

3. Account Activation (Reference 1)
Demo: http://buwww.hkbu.edu.hk/uis/demo/buam/ssoid activation 2012.html
Start Account Activation: https://iss.hkbu.edu.hk/buam/activation

4. Login to Your Email Account (Reference 2)
http://life.hkbu.edu.hk

5. Change Password (Reference 3)
http://www.hkbu.edu.hk/setpass

Enquiries:
For enquiries on the use of the email accounts, please contact the Office of Information Technology.

Hotline: 3411 7899
Email address: hotline@hkbu.edu.hk
Help Desk: Room 303 (RRS 303), Sir Run Run Shaw Building, Ho Sin Hang Campus



mailto:12912345@life.hkbu.edu.hk
http://buwww.hkbu.edu.hk/uis/demo/buam/ssoid_activation_2012.html
https://iss.hkbu.edu.hk/buam/activation
http://life.hkbu.edu.hk/
http://www.hkbu.edu.hk/setpass

Account Activation (Reference 1)
The Account Activation Demo is available at:
http://buwww.hkbu.edu.hk/uis/demo/buam/ssoid activation 2012.html
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Account Activation o
Single Sign On for IT Services (SSOid)

Welcome to Hong Kong Bapist University! —

This website will guide you through the account
activation of your Single Sign On for IT Services
(SS0id). Please follow the wizard step by step to
complete the process. If you are a new student, you
should activate your single-sign-on account for IT
services BEFORE you can gain access to all IT
resources provided by the University. IT User Services Hotline

Should you need any assistance during the process, please
contact our User Services Hotline as follow:

Tel: (852) 3411-7899

_ Email: hotline@hkbu.edu.hk
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You might click here to read the

Account Actlvatlon demil description of SSOid.

Single Sign On for IT Services (SSOid) 0
Step 1 of 8 - Verify your identity

Please input your Student Number, Date of
To protect your °° : Birth, and ID Number for identity verification
information asset of Enter your student ID number. |

must first verify your Jdentity belore the ~~

activation. 03004538 security rea er the abov
R Enter your date of birth. g =

— gzt —> discussed ideralla [

31/12/1985 B X !
et ihaidentfcation Q Enter the words shown above. |
document type. ype of Identity / Ne The University Privacy Policy Statement |

™= [HKID (withou: brackets) [=] \
>l Click here to read the Universit
< A0300453 : : Privacy Statement.
- Click "Next" to continue. Y :

*“ Enter your identification numbeI:J
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http://buwww.hkbu.edu.hk/uis/demo/buam/ssoid_activation_2012.html
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Single Sign On for IT Services (SS0id) © °

Step 1 of 8 - Verify your identity

Your personal record details. L

—
" -
To protect your d Your SS0id: 03004538
information asset of |
must first verify your Student No.. 03004538 Study Program BBAACCT Year 3 %-lh
activation. Name CHAN SIU MING HKBU Email 03004533@life hkbu edu hk
Department of Personalized Email -
5 2y t/Office:  Accountancy and Law | Nickname: 19 56 proviced
Check this box to
: A (ACLW) o - 2
confirm your identity.

1 declare and confirm that | am the person of the above identity / information and would fike to
Click "Next" to continue.

my IT services account (SSOid). k- Policy Statement
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Here shows the current step. You can back to
4 ) any previous step by clicking the step number. .
Account Activation :
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Single Sign On for IT Services (SSOid)
Step 2 of 8 - Define your Personalized Email Nickname and Password CHAN SIU MING
Define your preferred Peronalized
Email Nickname. —_—
7he Umvers:ry altlows you ‘—4
— d Email Nick lr‘vuaddmon fo your *M-Personalized Email Nickname:
¥ \ ongmal HKBU email [03004538@life hkbu. edu hk]. chansiuming @life hkbu.edu hk
. Both email addresses will be reserved for your =
usage,
Read the definition rules carefully before Define your SSOid password. I“;\“ : 4
defining your Peronalized Email Nickname shouid be: ‘ = r e
Nickname and SSOid Password. et inesnsifie | O e8s00000 3’@;‘
- begin with an Enalish lefter
be:\ " Enter the password again for confirmation. | 5. .11 your password
. "’f’ \\\ eptable cpecial characters = sesseses
Z Cocc rercibn e ) T\ Click "Next" to continue.
The SSOid password must comply with the following 5 rules: m
-Length between 8-14 characters T

-Contains Uppercase characters : T
e o |
»

| arAEs Va= [Rlioos =)

-Contains Lowercase characters

S

-Contains Numbers

-Contains any one of the following characters: I-.~_ @
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Single Sign On for IT Services desription of Security Questions.
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CHAN SIU MING

Step 3 of 8 - Define your Security Questions

Question and Answer should b Security Question. r should define at least TWO Security Question pairs

’ Defi swer. l
Read the definition rules carefully —\m ANSwe -_.e e armalier]

before_ defining the Security he / full name of your mother / father / spouse’?w ? Tai Man
Questions and Answers.

Select or enter your preferred l“ﬁ'Y Questions

Answe
; | [ouroldestsibing’ bithday (VYYY-4i-00)7 gl ¥ es31219 -
C%% | Define at least two Security m Answera
Question pairs.

{ =

Click "Next" to continue.

Important Note

Security Questions are used to verify your identity
when you try to access the central IT services via
the Intemet, or RESET the password of your IT —
Service Account (SSOid) )
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Step 4 of 8 - Define your Security PassKey CHAN SIU MING

Security PassKey is an additional set of

password which is used to enhance the ity PassKEY 80O Define your Security P“‘“key‘l O i ol |
systems security for protectipr o OUr STy oSSR
sensitivity data. When you try to a Read the definition rules carefully essecene _»/Sﬁom
download sensitive data from centy_before defining the Security Passkey J—==""= \
services, you will be asked to provide this T ,
PassKey. f Enter the Passkey again
: - 0 .+, o for confirmation.
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Single Sign On for IT Services (SSOid)

Step 5 of 8 - Provide preferred language and contact information

Select your preferred language. '
e o
English E3|

CHAN SIU MING

Optional:
Enter your personal email and phone J

Personal Email: chansiuming@gmail.com number or you can leave it blank.
—

< {

Phone Number: 95011111

~ Click "Next" to continue.
R —
Back J
* We will use the above information to contact you onlswhen necessapsfonaccount”” 1
e < administration / management purpose
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Step 6 of 8 - Guidelines for Usage of Information Resources

CHAN SIU MING

The Guidelines for Usage of Information Resources ("Guidelines”®) provides guidance to

assist you in understanding your rights and responsibilities when using the IT resources |
provided by the University. The Guideline may be amended at any time by the University
from time to time without specific notice to you. The latest Guidelines will be posted on the
following website, and you should review and agree the Guidelines prior to usina all IT

Resources provided by the University. Click here to read the Guidelines. ]
e
Rl lih neasans hby.edu. hk/uis/policy/ISSC 2011-D06 GUIR PDF
Check this box to . ‘

accept the Guidelines.

l larcemand agree the # Click "Next" to continue.
o
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Step 7 of 8 - Confirmation CHAN SIU MING
— — - Eails of the information entered.} \ —
W SS0id: 03004538 ,uSecumy Questions: |mportant Note Personal Data Collection

Statement :

: o e - Question 1 What is the nickname / full name
WPassword W strong! of your mother / father / spouse?

3 - = Answer 1 Tai Man
::i.eil:my Passkey: | ffswong: } Question 2. What is your oldest sibling's
birthday (YYYY-MM-DD)?
Answer 2 1983-12-19
Question 3 Nil
er 3 Nil

e personai data as
hat the data

Uldentity

HKID AN3NN4R3

Date of Birth (dd/mm/yy Check this box to confirm
your information's correctness

UContact Information® . &

ferred Langauge: English

onfirm the above information is true and
C ct. | understand and agree the University to
prove my identity with the above information

HKBU Email after successful activation
03004538@life.hkbu.edu.hk

by the University

Personalized Email Nickname:

ing@li Click "Submit" to complete ~ yate your
hansiuming@life. h du.hk o nake
SeFeIERe e the Activation process. make

Personal Email —
chansiuming@gmail.com m |
Phone Number 95011111 W l

- - e e »
«| | ©

£33 L B B B B = -1 Cav R 100% -

+ hkbu.edu hk/is/

BRE ®BEE RO IHEBW IAD HHHE®
x Go gle| j-‘]}gﬂw

‘demo/buam/soid_sctivation_2

E Bl x [k

BF

(@ http:ébusews hkbueduwh... | (@ Account Activation - Sin... By \@EE - RERG- TEO- @~ 2
TL1EY, - Access Management

WONG KONG RAPTIST UNIVERSITY ¥ EI 92, System

BEBRTE» BA W -

[! Account Activation- .. X

Account Activation ¢ _

Single Sign On for IT Services (SSOid) -0-0-0-0-0-00

Step 8 of 8 - Process Completed CHAN SIU MING
Congratulations!

You have completed the Activation process successfully.
Your account will be ready for use in 5 minutes.

A
Activation process completed, click Login
for going to the login page or click Exit
for going back to HKBU front page.
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Login to Your Email Account (Reference 2)

Please go to the homepage at http://life.hkbu.edu.hk
Sign in with your “Full email address” and “Password”

Please enter your full email address in in the login page:
example@life.hkbu.edu.hk

-
m G hitpsy/accounts google.com/Senicelogin?continue=hitps363A%2F%2Fmail google com®62Fmail%2Falimpl-defauliisenice=mailésacu= © ~ @ & ||t Home - G Grmail i
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Google

One account. All of Google.

Sign in to continue to Gmail

Enter your email

One Google Account for everything Google
GMRrROB L > O

B |English (United States) V|
#®100% ~
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Change Password (Reference 3)

Please go to the homepage at http://www.hkbu.edu.hk/setpass

Follow the screen instructions and enter the required information. Then press “Submit"

/= BUAM Change Password - » “udows Internet Explorer
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A -
.................
° Single Sign-0n Username (SS0id) :
[
S (account name of vour HKBLU Email)
[ ] Exizting 330id Password :
(J
Your New SS0id Password :
[
° Re-Enter Your New Password :
[
boepis o CAPTCHA Verifization :
epeoial charaoters : ° a o ErTEEn
.. _~@ °
(exclamation mark, hyphen, full stop,
undersoore, filde and the at” sign) [ J
[ Enter the words above (case-nsensitive):
pe ® @ @
[ ]
.
o ——
[ ]
[ ]
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