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OCDE Apps Entra Portal Login

1. Begin by navigating to https://myportal.ocdeapps.us/
2. Enter Username and Click Next:

a. Username: (10-digit employee ID@ocdeapps.us)
b. Example: 9400000000 @ocdeapps.us

OCDEAPPS
Sign in

Can't access your account?

Back Next

Sign in to access Orange County Department of Education
Applications

Q Sign-in options

3. Enter Password and click Sign In:

OCDEAPPS

€ 9400000000@ocdeapps.us

Enter password

Forgot my password

Sign in to access Orange County Department of Education
Applications.
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4. Confirm the multi-factor code and click Verify to log in:

OCDEAPPS

9400000000@ocdeapps.us

Enter code

[@ Enter the code displayed in the authenticator app on
your mobile device

Kude

More information

Sign in to access Orange County Department of Education
Applications.

a. Please note: First-time login users will be prompted to set up multi-factor
authentication to secure their account and login. Please see the section below on
Multi-Factor Authenticator Setup for additional instructions.

5. Users will be directed to the Apps Dashboard page:

OCDEAPPS | my apps rorS— o
B A
3400000000@0cdeapps.us
Apps dashboard E: Addapps @ Create collection 7 Customize view
& My Account v
| B Myapps Business Objects  Apps
%8 My Groups ~
"/ Business Objects i Settings
BusinessObjects 4.2 BusinessObjects 4.2 BusinessObjects 4.3
(TEsT) DEV) (DEV)
' Apps €53 Settings
& B = » = =
Application Suite- BusinessObjects 4.2 BusinessObjects 4.2 BusinessObjects 4.3 District Directory Jbarcode Secure Upload
DEV (GODFATHER) (DEV) (TEST) (DEV)

For instructions on Entra password resets, please see the section below, OCDE Apps Entra Portal
Password Reset.
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Multi Factor Setup Microsoft OCDE Apps Entra Portal

First-time users will need to set up their multi-factor authenticator for their accounts.

1. Begin by navigating to https://myportal@ocdeapps.us/
2. Enter Username and Click Next:
a. Username: (10-digit employee ID@ocdeapps.us)
b. Example: 9400000000@ocdeapps.us

3. Enter the account Password and click Sign In:

OCDEAPPS

4 9400000000@0cdeapps.us
Enter password

orgot my password

Sign in to access Orange County Department of Education
Applications.

4. The Multi-Factor Authenticator Setup prompt will appear. Click Next:
If this is the user's first time logging in or if the user's multi-factor authenticator has been reset,
they will be prompted to set up multi-factor authentication settings to secure their account and
login.

OCDEAPPS

9400000000@ocdeapps.us
Let's keep your account secure

We'll help you set up another way to verify it's you.

Use a different account

Learn more about verifying your identity

Sign in to access Orange County Department of Education
Applications.

5. Users have the option to set up using Microsoft Authenticator or an alternative authenticator
application. Each section below will walk the user through completing the setup.
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Microsoft Authenticator
Use the instructions below to set up multi-factor authentication on the Microsoft Authenticator App.

1) Click Next:

OCDEAPPS

Keep your account secure

Microsoft Authenticator

é Start by getting the app
On your phone, install the Microsoft Authenticator app. Download now

After you install the Microsoft Authenticator app on your device, choose "Next”,

| want to use a different authenticator app

2) The screen will prompt users to set up their account in the Microsoft Authenticator application.
Once the user's account setup is complete, click next:

OCDEAPPS

Keep your account secure

Microsoft Authenticator

Set up your account

In your app, add an account and select "Other".

‘ Back Next

3) The screen will prompt users to scan the QR code to register using the application. Once registered,
click Next:

OCDEAPPS

Keep your account secure

Microsoft Authenticator

Scan the QR code

Use the Micrasoft Authenticator app to scan the QR code. This will connect the Microsoft Authenticator
app with your account,

After you scan the QR code, choose "Next”

Can't scan image?
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4) In the application, complete the following steps to scan the QR code and register the account. Once

registered, click Next in the browser:

a) Using the Microsoft Authenticator App, follow the instructions to set up the account.

b) Once set up, a user needs to add OCDE Apps Entra Portal to their account. On the upper right-

hand side of the app, select the add icon:

9:09 ull 5G @m)

= Authenticator 1

c) Select Work or School Account:

Add account

WHAT KIND OF ACCOUNT ARE YOU ADDING?

T S

Personal account
[ [

Other (Google, Facebook, etc.) >

d) The app will prompt users to scan the QR code:

Scan QR code

Your account provider will display a QR code

Enter code manually

October 2025
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i) Please note that this action may prompt the user to allow the Microsoft Authenticator app
to access the phone camera. Click Ok:

“Authenticator” Would Like to
Access the Camera

e) Once allowed, position the camera so that the QR code is centered in the box. The system will
prompt users to name the account:

Scan QR code

Choose a different name for
your new account

You have an existing OCDE+ERP
account for
9400000000@ocdeapps.us.

OCDE+ERP

Cancel

f) Microsoft Authenticator will create the account, and it should now appear on the homepage
with a 6- digit number as a unique code to the device:

9:09 al 5G =)
= Authenticator QL gy
@ OCDE-+ERP

9400000000@o0cdeapps.us >

i) Take note of the 6-digit number displayed on the app (above in red; this code refreshes
every 30 seconds).
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5) Once the QR code has set up the account in the user's authenticator app, users will be prompted to
enter the 6-digit code displayed on the authenticator application and click Next:

OCDEAPPS

Keep your account secure

Authenticator app

Enter code

Enter the 6-digit code shown in the Authenticator app.

Back

6) The screen will display a confirmation or registration message. Click Done to proceed to the home
screen:

OCDEAPPS

Keep your account secure

Success!

Great job! You have successfully set up your security info, Choose "Done” to continue signing in.

Default sign-in method:

[ Authenticstor app

If users would like to utilize a different authenticator application than Microsoft Authenticator, please
use the alternative authenticator application instructions below.
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Alternative Authenticator

Use the instructions below to set up multi-factor authentication on an alternative authenticator
application, such as DUO, used below:

1) Click "l want to use a different authenticator app":

OCDEAPPS

Keep your account secure

Microsoft Authenticator

é Start by getting the app
On your phone, install the Microsoft Authenticator app. Download now

After you install the Microsoft Authenticator app on your device, choose "Next".

I | want to use a different authenticator a;)pl

2) The screen will prompt users to set up their account in the Authenticator application. Once the
user's account setup is complete, click next:

OCDEAPPS

Keep your account secure

Authenticator app

Set up your account

In your app, add a new account.

Back Next

3) The screen will prompt users to scan the QR code to register using the application:

OCDEAPPS

Authenticator app

Scan the QR code

Use the authenticator app to scan the QR code. This will connect your authenticator app with your
account.

After you scan the QR code, choose *Next"

Can't scan image? ‘

Back Next
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4) In the application, complete the following steps to scan the QR code and register the account. Once

registered, click Next in the browser:
a) Using the Duo App as an example, follow the instructions to set up the account.
b) Once set up, a user needs to add OCDE Apps Entra Portal to their account. On the upper right-

hand side of the app, select the add icon:

Accounts (4)

c) Select "Use QR code":

Add account

~—- Use QR code

Q Search

@ 1Password

i) Please note that this action may prompt the user to allow the Duo app to access the phone
camera. Once allowed, position the camera in the browser so that the QR code is centered

in the box.
d) Duo will create the account, and it should now appear on the homepage with a 6-digit number

as a unique code for the device.

Accounts {4)

Qrange County Department of Edu...
‘Orange County Department of E...

—————————————
Third-Party
9400000000

rassccde 581 405

23s until refresh

i) Take note of the 6-digit number displayed on the app (above in red; this code refreshes
every 30 seconds).
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5) Once the QR code has set up the account in the user's authenticator app, users will be prompted to
enter the 6-digit code displayed on the authenticator application and click Next:

OCDEAPPS

Keep your accou nt secure

Authenticator app

Enter code

Enter the 6-digit code shown in the Authenticator app.

Back

6) The screen will display a confirmation or registration message. Click Done to proceed to the home
screen:

OCDEAPPS

Keep your account secure

Success!

Great job! You have successfully set up your security info. Choose "Done” to continue signing in

Default sign-in method:

[0 authenticator app

If users would like to use the Microsoft Authenticator, please follow the instructions for the Microsoft
Authenticator application above.
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Navigating OCDE Apps Entra Portal

There are two main menus in the OCDE Apps Entra Portal that a user may interact with: My Account and
My Apps.

OCDEAPPS | my Apps v~

A
9400000000@ocdeapps.us

& My Account v

| B MyApps

The My Account menu provides users with quick access to key tools for managing their profile and
security settings. From this section, users can view an account overview, update security information,
manage devices, and change passwords as needed. It also allows users to review connected

organizations, adjust settings and privacy preferences, and monitor recent activity to help ensure
account security and accuracy.

% My Account ~
Overview
Security info
Devices
Change password
Organizations

Settings and privacy

Recent activity

% My Apps

The My Apps menu brings users to the Apps Dashboard. The dashboard displays tiles for all applications
assigned to that user:
Apps dashboard B Addapps @ Create collection * Customize view

Business Objects  Apps

“/  Business Objects £ Settings

B4

BusinessObjects 43
(DEV)

' Apps

n B4 DD JB SuU

Application Suite- BusinessObjects 43 District Directory Joarcode

€58 Settings

Secure Upload
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OCDE Apps Entra Portal Password Reset

Users can reset their own passwords using the details below, either with their registered email address
or registered multi-factor authenticator account.

1. Begin by navigating to https://myapps.microsoft.com/
2. Enter Username and Click Next:
a. Username: (10-digit employee ID@ocdeapps.us)
i. Example: 9400000000@ocdeapps.us

OCDEAPPS
Sign in

Can't access your account?

Sign in to access Orange County Department of Education
Applications.

Q Sign-in options

3. Click Forgot My Password:

OCDEAPPS

< 9400000000@ocdeapps.us

Enter password

Forgot my password

Sign in to access Orange County Department of Education
Applications.
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4. Enter the details on screen and click next:
a. Email Or Username
i. Example: 9400000000@ocdeapps.us
b. Characters in the Picture or words in the audio:

OCDEAPPS

Get back into your account

Who are you?
To recover your account, begin by entering your email or username and the characters in the picture or audio below.

Email or Username: *
| s400000000@acdeapps.us |

Example: user@contoso.onmicrosoft.com or user@contoso.com

Enter the characters in the picture or the words in the audio. *

Next Cancel

5. The system provides two options for next steps:
a. |forgot my password:
i. Users should select this option if they have forgotten their password.
b. [ know my password, but still can't sign in:
i. Users should select this option and attempt to log in again if they remember
their password but believe their account is locked out.
ii. If this option still does not result in a successful login, OCDE recommends that
users complete these steps again and select option A above to reset their
account's password.

OCDEAPPS

Get back into your account

Why are you having trouble signing in?

[+} forgot my password
No worries, we'll help you to reset your password using the security info you registered with us.

O I know my password, but still can’t sign in
This might happen because you tried signing in with an incorrect password too many times.
f you choose this option, you'll keep your existing password and we'll unlock your account so you can sign in again.
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6. The "l forgot my password" option will prompt the system to email the email on file, and click
Next.

7. Verification Step. The user is prompted with two options to regain entry: Email or Authenticator

Application Code.

Email:

The user will receive an email with a verification code.

i. Select Email Option and Click Email:

OCDEAPPS

Get back into your account

verification step 1 > choose a new password

Please choose the contact method we should use for verification:

® Email my alternate email You will receive an email containing a verification code at your alternate email

address (ca********@ocde.us).

1. Please note that if the user has disabled their browser's cookies, they
may encounter the following error message. Cookies will need to be
enabled, and the steps will need to be recompleted:

OCDEAPPS

Reset your password

O Enter a code from my
authenticator app

Please enable cookies in your browser

In order to reset your password, you will first need to enable cookies in your browser. Please enable cookies in your b

rawser and open a new

Users will check their Inbox for an email containing the verification code:

OCDE ERP account email verification code

. . . . . Reply | ) Reply All F dH H‘
@ Microsoft on behalf of OCDE ERP <msonlineservicesteam@microsoftonline.com» ‘ © | O Repty ‘ © Reply ‘ 2 Foruar L b S
To A

(D) Cliek here to download pictures. Ta help protect your privacy, Outlook prevented automatic dawnload of some pictures in this message.

Verify your email address

Thanks for verifying your 9400000000@ocdeapps.us account!

Your code is: 775779

Sincerely,
OCDE ERP

§ ER
This message was sent from an unmenitored email address. Please do not reply to this message. :
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iii. Enter the verification code into the webpage:

OCDEAPPS

Get back into your account

verification step 1 > choose a new password

Please choose the contact method we should use for verification:

@Email my alternate email We've sent an email message containing a verification code to your inbox

O Enter a code from my

authenticator app I Enter your verification code I

iv. The system will prompt the user to enter a new password:

OCDEAPPS

Get back into your account

verification step 1 v > choose a new password

* Enter new password:
U |

* Confirm new password:

v. The screen will verify if the password has been reset. Click the hyperlink to
attempt to sign in again.

OCDEAPPS

Get back into your account
@ Your password has been reset

To sign in with your new password, click here.
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Authenticator Code:
Enter a code from a registered authenticator application.

vi. Select Enter code from authenticator and click Next:

OCDEAPPS

Get back into your account

verification step 1 > choose a new password

Please choose the contact method we should use for verification:

O Email my alternate email Enter the code displayed in your authenticator app.

® Enter a code from my I Enter your verification code I

authenticator app

vii. The system will prompt the user to enter a new password:

OCDEAPPS

Get back into your account

verification step 1 v > choose a new password

* Enter new password:
U |

* Confirm new password:

viii.

ix. The screen will verify if the password has been reset. Click the hyperlink to
attempt to sign in again.

OCDEAPPS

Get back into your account
@ Your password has been reset

To sign in with your new password, click here.
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OCDE Apps Entra Portal Account Unlock

Users can unlock their OCDE Apps Entra accounts using the details below, either with their registered
email address or registered multi-factor authenticator account.

1. Begin by navigating to https://myapps.microsoft.com/
a. Enter Username and Click Next:
a. Username: (10-digit employee ID@ocdeapps.us)
i. Example: 9400000000@ocdeapps.us

OCDEAPPS
Sign in

Can't access your account?

Sign in to access Orange County Department of Education
Applications.

Q Sign-in options

2. Click Forgot My Password:

OCDEAPPS

< 9400000000@ocdeapps.us

Enter password

Forgot my password

Sign in to access Orange County Department of Education
Applications.
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3. Enter the details on screen and click next:
a. Email Or Username
ii. Example: 9400000000@ocdeapps.us
b. Characters in the Picture or words in the audio:

OCDEAPPS

Get back into your account

Who are you?
To recover your account, begin by entering your email or username and the characters in the picture or audio below.

Email or Username: *
| s400000000@acdeapps.us |

Example: user@contoso.onmicrosoft.com or user@contoso.com

Y MZ@}‘% «

Enter the characters in the picture or the words in the audio. *

Next Cancel

4. The system provides two options for next steps:
a. |forgot my password:
iii. Users should select this option if they have forgotten their password.
b. [ know my password, but still can't sign in:
iv. Users should select this option and attempt to log in again if they remember
their password but believe their account is locked out.
v. If this option still does not result in a successful login, OCDE recommends that
users complete these steps again and select option A above to reset their
account's password.

OCDEAPPS

Get back into your account

Why are you having trouble signing in?

(<] forgot my password
No worries, we'll help you to reset your password using the security info you registered with us.

Ol know my password, but still can't sign in
This might happen because you tried signing in with an incorrect password too many times.
f you choose this option, you'll keep your existing password and we'll unlock your account so you can sign in again.

Ca”CEI

5. Click the option "l know my password, but still can't sign in" and click Next.
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6. Verification Step. The user is prompted with two options to regain entry: Email or Authenticator
Application Code.

Email:

The user will receive an email with a verification code.

a. Select Email Option and Click Email:

OCDEAPPS

Get back into your account

verification step 1 > unlock your account

Please choose the contact method we should use for verification:

® Email my alternate email You will receive an email containing a verification code at your alternate email

address (ca********@ocde.us).

O Enter a code from my
authenticator app

b. Users will check their Inbox for an email containing the verification code:

OCDE ERP account email verification code

. - - Reply 4 Reply All | Fe d A
@ Microsoft on behalf of OCDE ERP <msonlineservicesteam@microsoftonline.com > |©‘ 3 Repy | © Reply All | = Fommar HEH ‘
To A

(D Cick e to download pictures. To help protect your privacy, Outiook prevented automatic download of some picturesinthis message.

Verify your email address

Thanks for verifying your 9400000000@ocdeapps.us account!

Your code is: 775779

Sincerely,
OCDE ERP

B
This message was sent from an unmonitored email address. Please do not reply to this message ;

b. Enter the verification code into the webpage:

OCDEAPPS

Get back into your account

verification step 1 > unlock your account

Please choose the contact method we should use for verification:

® Email my alternate email We've sent an email message containing a verification code to your inbox.

O Enter a code from my

authenticator app I Enter your verification code I

Are you having a problem?
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c. The screen will verify if the account is unlocked. Click the hyperlink to attempt to sign in
again:

Get back into your account
@ Your account has been unlocked

To sign in with your existing password

Authenticator Code:
Users will enter the code from the authenticator application.

a. Select Enter code from authenticator and click Next:

OCDEAPPS

Get back into your account

verification step 1 > unlock your account

Please choose the contact method we should use for verification:

O Email my alternate email Enter the code displayed in your authenticator app.
® Enter a code from my I Enter your verification code I
authenticator app

d. The screen will verify if the account is unlocked. Click the hyperlink to attempt to sign in

" OCDEAPPS

Get back into your account
@ Your account has been unlocked

To sign in with your existing password

Please note that if unlocking the account still does not result in a successful login, OCDE recommends
users utilize the instructions above to reset their OCDE Apps Entra Portal account's password.
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OCDE Apps Entra Portal Multi Factor Reset

District users who wish to reset their multi-factor authentication device must be able to log in to do so.
Please note that if the registered authenticator is not available, district users must contact the OCDE

district system support teams to request a multi-factor reset.

=

Begin by navigating to https://myportal.ocdeapps.us/ to log in.
Enter Username and Click Next.
a. Username: (10-digit employee ID@ocdeapps.us)
b. Example: 9400000000@ocdeapps.us
3. Enter the account Password and click Sign In.
4. Confirm the multi-factor code and click 'Verify' to log in.
5. Click My Account from the Apps Dashboard page:

g

OCDEAPPS | My Apps L search apps 2
A
9400000000@ocdeapps.us
AppS daShboard B Addapps ® Create collection /* Customize view
) My Account ~
| % My Apps Business Objects ~ Apps

88 My Groups v

' Business Objects

B 8 =

BusinessObject BusinessObject BusinessObject
s 4.2 (TEST) 54.2 (DEV) s 4.3 (DEV)

6. Click Security Info and Delete next to the Authenticator App:

£5% Settings

a. Clicking Security Info may require the user to log in again or enter a one-time code from

their authenticator method.

A Security info

9400000000@ocdeapps.us o
These are the methods you use to sign into your account or reset your password.

o Default sign-in method: Authenticator app or hardware token - code

< My Account N
Overview -+ Add sign-in method
Security info
Y [] Password L Change
8 months ago
Devices
\ D Authenticator app
Change Password Time-based one-time password (TOTP)

Organizations
E email cankeny@ocde.us Change

Settings & Privacy

Recent activity

7. Sign out and log in once more to re-register the multi-factor authenticator.

Delete
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Requesting Entra Portal Access Through the DSS Access Forms
Launch an Internet browser and enter the address below in the address bar, or click CTRL + the link
below to open the form:

District administrators can request OCDE Apps Entra for district users through the district system
support teams:

e DSS HR/PR User Access Form

DSS Payroll/HR User Access

Orange County Department of Education

Please confirm the user has been created and assigned Permissions in the Users Screen in Business
Applications before submitting this request. For questions, email PayrollSystemSupport@ocdeapps.us or
HRSystemSupport@ocdeapps.us

NOTE: DO NOT USE THIS FORM FOR ACCESS TO FINANCE SYSTEMS.

District* Request Type* Entra Needed?*

Notes

Maximum Character Limit: 200

*  DSS Finance User Access Form (ISSIORIVIAVA IaBISHOISPEGIIGSISINIDONEhenance

Contacting the District System Support Teams

DSS HR/PR
For any items regarding the HR 2.0, Payroll, and Time and Attendance systems, please contact the
District System Support HR/PR Team by emailing:

e PayrollSystemSupport@ocdeapps.us

e HRSystemSupport@ocdeapps.us
DSS Finance
For any items regarding the Business Plus system, please contact the District System Support Finance
Team by emailing:

e Financialhelpdesk@ocde.us
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