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User Names and Passwords at MU - Faculty & Staff

Campus Services UserID or User Name:

UserlIDs are created automatically once the Human Resources Department has processed your
paperwork. The convention used in creating UserlDs is the first letter of your first name,
followed by the first seven letters of your last name.

If there is already an account on the system with that same UserlID, a unique ID will be created
with the middle initial added after the first initial. If this forces the name to more than 8



characters, the last character of the last name will be dropped. If you are unsure what your
UserlD is, please call the HelpDesk at ext. 4357.

Currently the Campus Services UserID or User Name is the same for all systems: Novell, Email
(OWA, My Mansfield, Employee Self Service, and Wireless access requires @mansfield.edu),
WebAdvisor, Datatel, Web accounts, Blackboard Academic System, MU One-Card Portal,
PASSHE Employee Self Service (must have @mansfield.edu) & wireless access on campus. If this
changes in the future, you will be notified by Campus Broadcast Alert as well as our CT News.

Campus Services Password

Your initial Campus Services password is the first letter of your first name, followed by the first
three letters of your last name, followed by the first four numbers of your SS# and the S.

If your last name is less than 4 characters, your password will be created as your first initial,
last initial, first four numbers of your SS# and $S. Ex. John Doe would be jdXXXXS where the
XXXXs the first four of the SS#.

The Campus Services password is used for the following systems: Email (both Outlook &
Outlook Web Access), My Mansfield, PASSHE Employee Self-Service, wireless access and MU
One-Card Portal.

Your initial password should be used for the Blackboard Academic System, and Web Accounts.
This password does not expire.

For all other systems, the password expires every 90 days and must be changed.

Your password can be changed at the following site: https://ssl.mansfield.edu/active-directory/

If you have forgotten your Campus Services password, access the self-help portal.

7TEAO0B8 O | Ud?b-AMbichPhssword?

Novell: The network interface that allows users access to server software provided on campus.
This software includes Microsoft Office Suite & all specialized software applications. Novell also
allows access to networked printers and other shared resources, such as the M: drive.

In order to access software and resources, you must successfully log in to Novell. This login
screen should appear when you turn on your computer.


https://ssl.mansfield.edu/active-directory/
http://ct.mansfield.edu/self-help/

”

78 Novell Login &

Novells Client™ for Windows*

User Name: |tbastion
Password |

If you are using your own computer, you will be given the initial Novell password by your
building technician. Once logged in initially, you will be prompted to create a unique password
and you will be notified when the password is about to expire and will be prompted to change
it. If you have forgotten what your Novell password is, contact the HelpDesk (4357) to have it
reset. Make sure you write it down and store it in a secure place (under the keyboard, mouse
pad, or taped on the computer isn’t acceptable).

If you are using a lab computer or classroom computer, you should see a tag with the UserID
on the top of the computer or on the front of the monitor. Usually this is automatically entered
for users. Leave the Novell password box empty. A Novell password isn’t necessary, but DO
NOT click cancel. Click on the OK button or use the Enter key.

Email: Your email account is the official means of sending/receiving electronic communications
within the campus community. It is the expectation that all official communications will use
Mansfield University email addresses.

For more information concerning email, please visit our email policy.

There are two interfaces provided for accessing your email — Outlook (on your office desktop)
and Outlook Web Access-OWA (a Web interface available anywhere there is an Internet
connection).

Your Initial Email Username & password is your Campus Services User Name & password. Your
password is the same whether you access your email through Outlook on your desktop or
Outlook Web Access (OWA) with a web browser. Your password expires every 90 days and you
will be prompted by email when it is time to change it. To change your password prior to the 90
day expiration, go to https://ssl.mansfield.edu/active-directory/



http://it.mansfield.edu/policies/email.cfm
https://ssl.mansfield.edu/active-directory/

Email

Outlook

You can access Outlook on your desktop, by clicking on the Outlook icon.

When you open Outlook, you should see a box like the one below. Your User Name should be
present. Enter your Password.

Connect to MUP-XCH-MAILBOX PASSHE.LCL | 2 /&3

Connecting to MUP-XCH-MAILBOX,PASSHE.LCL

User name: ’ﬁ username@mansfield.edu E] :

Password:

[“Iremember my password

[ OK ][ Cancel ]

OWA

You can access Outlook Web Access using the “Web Logins” drop down menu in the header of
the main university web page.

Your email username & password is your Campus Services User Name
(username@mansfield.edu) & password.



Micresoft*

o Office Outlook web Access
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B Use Outlook Web Access Light

Domainuser name:

xchange

My.Mansfield (Campus Intranet):

You can access My.Mansfield using the “Web Logins” drop down menu on the main university
page.

Login to my.mansfield.edu with your Campus Services ID (Active Directory) credentials.




Login using your entire Active Directory/Email Username (username@mansfield.edu) and your
Active Directory/Email password.

Web Advisor for Faculty 7 (Datatel Web Interface):

You can access WebAdvisor using the “Web Logins” drop down menu in the header of the main
university web page.

This interface provides access to the following information: Search for Classes; Advisee -
Transcript, Student Evaluation Record, Schedule, Test Summary, Student Profile, Course
Information - Class Rosters & Grading.

A W 50 CONTACY Us

Welcome Guost

MAN MENU CONTACT Us

WebAdvisor 3.1

Powered by Datater Release 10

Your username for WebAdvisor is your Campus Services username.

The WebAdvisor password is initially set to the last four digits of your SS#, but you will be
prompted to change it to a unique password after your first login.

If you have forgotten this new password or you are new to WebAdvisor, and you’ve tried the
last four digits of your SS# and it didn’t work, Click on “What's my Password” in the bottom
right corner of the Main Menu and then click on Reset My Password on the next screen. Follow
the directions and a temporary password will be sent to your campus email address. Use the
temporary password to login and you will be prompted to enter a unique password that you
prefer. The requirements are between 6 and 9 characters and a combination of letters and
numbers.

If you have followed the instructions above and are still having problems accessing WebAdvisor,
please call the Registrar's Office at ext. 4202.



Datatel (Student Information System):

Enter a User D, Password and Environment:

User ID:
Password:
Environment: | R18LIVE ‘E

If you need access to student information that isn’t accessible through WebAdvisor (Datatel
Web interface), your department chair or supervisor should send an email to
mroberts@mansfield.edu requesting Datatel access. Please include a list of the type of

information that you need to access. Once your request is granted, you will be contacted with a
Datatel password. This password does not allow you access to all areas of the system. Access
rights are issued based on the email request and are restricted based on the type of
information that is pertinent to your job function. The initial password will be given to you, but
you will be prompted to change it regularly.

Faculty Web Account
Connect to www.ma... @E
C&—")
iy
www.mansfield.edu
User name: | €7 E
Password:
[(IRemember my password
Lo [ concs |

All faculty members are automatically given a web account and 80 MB of space on the Web
server for a personal/courses web site. This space is not to be used as a file repository and
copyrighted programs may not be stored in this location. Faculty accounts reside on
faculty.mansfield.edu/username.



mailto:mroberts@mansfield.edu
http://faculty.mansfield.edu/username/

The login is the same as your Campus Services username and initial password.

For questions concerning your web account, please email smurphy@mansfield.edu.

With the exception of a couple of departments, all department web pages use the Hot Banana
web content management system. If you have forgotten your HB account information, contact
Kim H. (khulslan@mansfield.edu). Please direct all other questions concerning website access
to Suzanne M. (smurphy@mansfield.edu).

Blackboard 7.3 (SSHE Web Courseware Tool):
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You can access Blackboard using the Web Logins on the main university page. Faculty who
would like assistance using the Blackboard courseware tool should send an email to
bb-assist@mansfield.edu.

The login is the same as your Campus Services username and initial password.

CourseWork Server (coursework.mnsfld.edu):

Course-related, resource-intensive files are stored on coursework.mnsfld.edu to enhance
performance for your classes. If you are using larger files on the web (typically PowerPoint files
or media files for example), it is preferred that they be housed on “coursework”.

Faculty, who would like to use this server, should send an email to Phil Ogden,
pogden@mansfield.edu to set up an account. Most people use the same account name as their
email and the same password, but you may choose any name/password you want as long as



mailto:smurphy@mansfield.edu
mailto:khulslan@mansfield.edu
mailto:smurphy@mansfield.edu
mailto:bb-assist@mansfield.edu
mailto:pogden@mansfield.edu

someone else doesn’t have it.* Typically this account would then be given access to a folder or
folders on the server for a class or group of classes, where the large files would be stored. Links
are then made to them from the faculty’s personal website or from Blackboard. See the Cell
and Molecular Biology site at http://coursework.mnsfld.edu/cellmolebio/ for an example of this
type of approach. Your students won’t need to do anything special just because you are using
coursework. They simply click on the links you provide. You can also put your entire site on
coursework and selectively make some parts publicly accessible and some not.

One important feature of coursework is the ability to put materials behind a password. This is
mandatory if you are using copyrighted information and simply useful if you want to control
access to your files or site.

If you forget your password, contact Phil who can look it up for you or assign a new one.

*Note: this is a separate password for your account on coursework and is independent of any
other accounts/passwords. If you originally set it up to be the same as your email account for
example, you will need to contact Phil if you change your email account and want your
coursework account to change too.


http://coursework.mnsfld.edu/cellmolebio/

