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Activating Your myUMB Mail Account

This document contains instructions for the UMnet Upgrade Process as well as instructions on how to log into your new
myUMB Mail account for the first time. During the UMnet Upgrade process, your myUMB Mail account is activated, your
emails are moved from UMnet to myUMB Mail, and your access to the UMnet systems is disabled. Your University email
address does not change during this transition.

1. When your UMnet account is ready to be moved from the UMnet system to the new myUMB Mail
system, you will receive an email from CITS inviting you to move your account from the UMnet to the
myUMB Mail system.

NOTE: CITS will never send you an unsolicited email message asking for your user name and
password. If you have questions about an email message you received, please contact the ASC help
desk to verify the authenticity of the message.

2. Click on the link in the email message to access the myUMB Account Management Site.

If you know your myUMB ID and password and have set up an alias, log into the myUMB Account
Management site and skip to step 11 (page 5) to start the Opt-In process.

If you do not have your myUMB ID and password, click on the link “I cannot log into myUMB Account”.
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UNIVERSITY OF MARYLAND BALTIMORE HELP

MYU ACCOUNT GEMENT SITE Tuesday, July 29, 2008 10:55:36 AM

Requesting IP Address: 134.192.64.225

This site is for setting up and modifying details of your myUMB Account including:
+ myUMB Password
o myUMB Alias
+ myUMB Secret Question/Secret Answer
« myUMB PIN
Please enter a valid myUMB 1D and your myUMB Password and click Submir

myUMB ID: What is myUMB ID?
myUMB Password:

New User, Set Up Account

Forgot your myUMB Password

I cannot log into myUMB Account
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3. Enter your Last Name, Date of Birth, and the last 4-digits of your Social Security Number or myUMB PIN.
Click on the “Submit” button.

If the system cannot find an account that matches the information you entered, contact the ASC Help Desk
at 410-706-HELP(4357) or by email at help@umaryland.edu.
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UNIVERSITY OF MARYLAND BALTIMORE HELP

MYU Accou GEME SITE Tuesday, July 29, 2008 11:51:27 AM
Requesting IP Address: 134.192.64.225

This site is for setting up and modifving details of vour myUMB Account including:

myUMB Password

myUMB Alias

myUMB Secret Question/Secret Answer
myUMB PIN

Please identify yourself by entering the information below and clicking "Submit"

Last Name:

|
Date of Birth (MonthDay/Year): l:l l:l / l:l

Please select either the last 4 of SSN or myUMB PIN and enter its value:

@ Last 4 digits of Social Security Number: | | [
O myUMB PIN (4 digits):

Clear Info & Start Over

myUME PIN Help

NOTE: If you are not a student or employee or do not have a Social Security Number and do not know your
myUMB PIN, click on the “myUMB PIN Help” button. Your myUMB PIN is not your myUMB Password.

Enter your employee, student or affiliate ID number in the “myUMB ID” field and click on the “Submit” button.
Verify the email address and click on the “Reset PIN & Email” button to have your myUMB ID PIN reset and

emailed to you. If you need assistance, contact the ASC Help Desk at 410-706-HELP (4357) or
help@umaryland.edu.

& | https:ffcf.umaryland, edufportal/pinhelp, asp b %

& | https:{fcf.umaryland. edufportalfpinhelp. asp hd %

UNIVERSITY OF MARYLAND BALTIMORE

UNIVERSITY OF MARYLAND BALTIMORE
MYUMB PIN HELP SITE

MYUMB PIN HELP SITE

Welcome to the myUMB PIN Help Site. The primary email address associated with your myUMB ID is:
anser(00]l@umaryland.edu.
Please enter a valid myUMB ID below to identify vourself.

If this is your email address, click "Reset PIN & Email" and yvour myUMB PIN will be

mvUMB ID: “ What is myUMB ID? reset and emailed to the address above.
If vou do not know what your myUMB ID is, please contact the ASC Help Desk. If this is NOT your email address, please contact the ASC Help Desk.
ResetPIN & Email

[# € Internet  100% - Done [# € Internet F100% <
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4. After you verify your identity, select a Secret Question and provide an answer for that question. If you
need to use the Forgot Password feature in myUMB Account Management, the system will display the
guestion you select. If you can answer the question, the system will allow you to access the myUMB
Account Management site to create a new password.

After you have selected a question and provided an answer to that question, click on the “Submit”
button.

& myUMB Account Management Site - Windows Internet Explorer,
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HELP
UNIVERSITY OF MARYLAND BALTIMORE

MYUMB ACCOUNT MANAGEMENT SITE Tuesday, July 29, 2008 11:56:49 AM
Requesting IP Address: 134.192.64.225

Welcome ASC User . logOff

Secret Question/Answer Setup

In the event yvou forget vour myUMB password, vou can use the Forgot Password option on the myUMB Account
Management login page to reset your password. The system will ask you this question. If vou can answer the question,
the system will allow you to generate a new password.

You will now setup a Secret Question and Secret Answer. Please make every effort to remember this question and
answer.

Secret question: |Whatis your pet's name? hd

Enter vour answer to the secret question (3-32 characters):

| |

NOTE: You should receive confirmation that your secret question and answer have been written to the
directory. Click “Continue” to set up your myUMB ID password.
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HELP
UNIVERSITY OF MARYLAND BALTIMORE

MYUMB ACCOUNT MANAGEMENT SITE Tuesday, July 29, 2008 12:03:13 PM
Requesting IP Address: 134.192.64.225

Welcome ASC User i logoOff

Secret Question/Answer Setup
Your new Secret Question and Secret Answer have been written to the UMB Directory.

Click Continue to setup vour myUMB Account
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5. Read through the myUMB password requirements. Enter your myUMB password in the “Desired
password” and “Confirm password” fields. Click on the “Submit” button.

r’.-: mylMB Account Management Site - Windows Internet Explorern
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HELP
UNIVERSITY OF MARYLAND BAILTIMORE

MYUMB ACCOUNT MANAGEMENT SITE Tuesday, July 29, 2008 12:03:26 PM
Requesting IP Address: 134.192.64.225

Welcome ASC User . logoOff

myUMB Password Setup

Please choose a password that meets the following requirements:

Length — Minimum 8
Length — Maximum 32
Complexity Atleast 1 special character

Atleast 1 number
At least 1 uppercase letter

Atleast 1 lowercase letter
Not equal to myUMBID

No more than 2 consecutive identical
characters

No leading/trailing spaces

Desired password: | |

Confirm password: | |

NOTE: You should receive confirmation that your password has been written to the myUMB Directory.
This screen will also show when your password will expire.

~ mylUMB Account Management Site - Windows Internet Explorer
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HELP
UNIVERSITY OF MARYLAND BAILTIMORE

MYUMB ACCOUNT MANAGEMENT SITE Tuesday, July 29, 2008 12:04:05 PM
Requesting IP Address: 134.192.64.225

Welcome ASC User

| Log Off |

myUMB Password Setup

Your new password has been written to the UMB Enterprise Directory.
This password will expire on 1/25/2009 12:04:06 PM. You will be warned of this expiration
starting 1/9/2009 12:04:06 PM and then every 4 days after until vour password expires or you

reset it. If your password expires, you will need to return to this page and reset your password.

Use this password and one of your myUMB 1D values. including your myUMB Alias to login to all
UMB-Directory enabled applications.

Click Continue to setup vour myUMB Account

6. Click on the Continue button to set up your myUMB Alias.
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§ myUMB Alias

7. From the myUMB Account Management home page, click on the link on the left side

of the screen.

The myUMB Alias gives users the ability to create a customized myUMB ID. Other types of myUMB ID
values include:

o Employee ID Number o Affiliate ID

e Student ID Number e 14-digit Customer number

Most of the myUMB Authenticated systems accept any of the myUMB IDs as your username. No
matter which myUMB ID you use to log into a myUMB Authenticated system, all myUMB IDs work with
the myUMB password you just created!

8. Enter your desired myUMB Alias and click on the “Check Availability” button.

& myLMB Account Management Site - Windows Internet Explorer, E'E'E'
—
Q - |§, https:fjcf .umaryland . edu/partalpwi, asprg=ALIAS 4 | % | pealls | | P~
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~
HELP
UNIVERSITY OF MARYLAND BALTIMORE
MYUMB ACCOUNT MANAGEMENT SITE Friday, August 15, 2008 10:10:58 AM
Requesting IP Address: 134.192.64.225
Welcome ASC User i\ log Off
& myUMB Account Home myUME Alias Setup
& myUMB Password
Users can create a customized myUMB Alias. Your myUMB alias can be used as a login on all myUMB
& myUMB Alias .
Authenticated systems.
® Secret Question/Answer
& myUMB PIN sBy defanlt, the following values can have been setup as login valies for vour account: A00863,
¢ MYUMB MAIL Forwarding 22001100243601.
Address
In order to make vour username easier to remember, vou have the option of setting up a myUMB Alias that
can be used in place of these values to log into all UMB-Directory enabled applications. If vou would like to
setup a myUMB Alias, use the search tool below to checlk for availablity of vour desired myUMB Alias. If vou
do not wish to setup a myUMB Alias at this time, click Skip Alias to continue. You can establish or change
this myUMB Alias at any time using this site.
| Check Availability ][ Skip Alias_|
v
[g @ mnternet H 100 v

9. If the alias is available, click on the button to set this as your myUMB Alias.

10. Click on the button to return to the myUMB Account Management Site home page to migrate
your account.

11. At this point you may be asked to read through the “Information Technology Acceptable Use Policy”.
Click on the button “I Agree” to continue with the upgrade process.
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12. Verify that the UMnet ID displayed is correct. If you are ready to upgrade you UMnet account, click on
the button “Confirm Account & Upgrade”.

NOTE: If the “Confirm Account & Upgrade” button does not automatically appear, click on the
‘Upgrade UMNET Account to myUMB MAIL” link. If the “Upgrade UMNET Account to myUMB
MAIL” link is missing please contact the ASC Help Desk.

Once you upgrade your UMnet account, your emails will be migrated to the myUMB Mail system and
access to Open Webmail or the UMnet servers will be disabled. You will need to use the new myUMB
Mail website (https://webmail.umaryland.edu) and the myUMB Mail servers to access your email
account.

If you are not ready to upgrade your account at this time, click on the “Cancel” button. This will end the
Upgrade Process. To start the process again, you will need to click on the link in the “Upgrade” email
you received and log into the myUMB Account Management site again.

& myUMB Account Management Site - Windows Internet Explorer ['-_||'E|g|
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HELP
UNIVERSITY OF MARYLAND BALTIMORE

MYUMB ACCOUNT MANAGEMENT SITE Tuesday, July 29, 2008 12:04:42 PM
Requesting IP Address: 134.192.64.225

Welcome ASC User . logOff

& myUMB Account Home TUMNET Account Confirmation and Upgrade to myUNMB MAIL
& myUMB Password o )
& myUMB Alias Our records indicate your UMNET ID is anser001.
§ Secret Question/Answer If this is your UMNET ID and vou would like to have vour account upgraded to the new myUMB MAIL
€ myUMB PIN Email system. click the Confirm Account & Upgrade button.
Py Upgrade UMNET Account to

myUMB MATL | Confirm Account & Upgrade ][ Cancel ]

13. After clicking on the “Confirm Account & Upgrade” button you should receive a screen confirming your
request. Click on the “Continue” button to return to the myUMB Account Management Home screen.

{= myUMB Account Management Site - Windows Internet Explorer,
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HELP
UNIVERSITY OF MARYLAND BALTIMORE

MYUMB ACCOUNT MANAGEMENT SITE Tuesday, July 29, 2008 12:04:52 PM
Requesting IP Address: 134.192.64.225

Welcome ASC User [ Log Off J

& myUMB Account Home TUMNET Account Confirmation and Upgrade to myUMB MAIL
& myUMB Password
& myUMB Alias Your new myUMB Mail Account request has been schedule for processing. The process should only take a

Y . few minutes to complete. Please check the myUMB Account Home page for the current status of your new
€ Secret Question/Answer myUMB MAIL account. When the upgrade is complete the status will indicate Lipgrade Complete.
& myUMB PIN
Py Upgrade UMNET Account to Click Contitue to return to your myUNMB Account Home

myUMB MAIL
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14. The myUMB Account Management site will display the status of your UMnet Upgrade request.

Click on your browser’s refresh button after 5-10 minutes to check on the status of your request. Once
your request has been processed, the myUMB MAIL Account Status will change to “Upgrade
Complete”.

p

(= myUMB Account Management Site - Windows Internet Explorer,
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HELP
UNIVERSITY OF MARYLAND BALTIM ORE
MYUMB ACCOUNT MANAGEMENT SITE Tuesday, July 29, 2008 12:05:07 PM
Requesting IP Address: 134.192.64.225
Welcome ASC User . logoOff
& myUMB Account Home Welcome to the myUMB Account Management Site.
® myUMB Password
® myUMB Alias myvUMB Account Details
& Secret Question/ Answer myUMB Alias: not defined
® myUMB PIN myUMB Password Expiration: 1/25/2009 12:04:06 PM
Primarv Email Address: auser(l0li@umarvland.edu
myUMB MAIL Account Status: Upgrade In Progress
myUMB MAIL Account Status: Upgrade Complete

Logging into and configuring your myUMB Mail account

1. Once the upgrade process is complete you can log into your new myUMB Mail account. Open a new
internet browser window and go to the website https://webmail.umaryland.edu

Log in with your myUMB ID and password and click on the “Login” button.

niversity of Maryland, Baltimore - Login - Windows Internet Explorer

r@ - |ﬂ hktps: f hwebmail urmaryland. edu/srcflogin. phy V‘ % |£| |Z| |Gnogle Hp '|

© Fle  Edb  View Favorites  Tools  Help ¢ Links [ Blackboard ECITS mdiractory OpenWebmaiI s

ﬁ ke gUniversity of Maryland, Baltimore - Lo... [_l @ byl @ a @Eage h/ @Tgols hJ 0‘ ﬂ 3

myUMB Mail Login

FPowered by NutsMail.com

N L @ ntermet
Page 7 of 9

[ L



https://webmail.umaryland.edu/

2. If this is the first time you are logging into the myUMB Mail system, the “Personal Information” screen
will appear.
NOTE: If this page does not automatically appear, click on the “Options” folder and select “Personal
Information” to access this page.
Enter the following information and click on the “Submit” button to apply this information to your
account.
Field Information Entered
Full Name Your name
E-mail Address Your email address (i.e auser001@umaryland.edu)
Reply To Your email address (i.e. auser001l@umaryland.edu)
Options - Personal Information
Mame and Address Options
Full Nama: |
E-mail Address:
Reply To:
Signature:
A
Multiple Identities: Edit Advanced Identities (discards changes made on this form so far)
Timazona Options
Y¥our current timezone: l_LTS_.-'_Easterﬂ &= ]
Reply Citation Options
Regly Citation Style: | Mo Citation B3
User-Defined Citation Start:
User-Defired Citation End:
Signature Options
Use Signature: [ ]
Prefix Signature with *— ' Line: [ ]
{ submit )
3. If you have used the previous UMnet

emall System’ you WI” need to @‘\T_,/‘ - ‘E‘ https: fwebmailumaryland .edufsrcfwebmail.php
Subscrlbe to the emall folders you © Flle Edt View Favorites  Tools  Help i Links [ Blackboard @& CITS @& | directory  [5] OpentWebmail & | owa I3

created in UMnet.

Click on the “Folders” button at the
top of the screen to subscribe to your

missing folders.

i\.? *‘1“3? I@myUME Mail Iil
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4. Under the “Unsubscribe/Subscribe” section scroll to the bottom of the list to find your email folders.
Select the folder you are missing and click on the “Subscribe” button.

Unsubscribe/Subscribe

filter.check -
.history.log
.notify.check
.openwebmailrc
.pop3.check

Mo folders were feund to unsubscribe fram! -ri?l'eaSE!-datE
.signature
trash.check -

The folder should appear in a new column on the left.

Unsubscribe f Subscribe

saved-drafts filter.check -
.history.log
.notify.check
.openwebmailrc
.pop3.check
release.date
.signature
.trash.check b

Repeat this process to subscribe to the rest of your missing email folders.

NOTE: Do not subscribe any of the ‘folders’ starting with a period. These are not folders in your
account that contain email messages!

5. Click on the “Inbox” button to return to the main screen of your account. Your myUMB Mail account is
now ready to use.

NOTE: If you checked your UMnet account using another email client (i.e. Outlook, Eudora, Apple
Mail...) you will need to reconfigure your client to check the myUMB Mail servers instead of the UMnet
Servers. For email client configurations, visit the myUMB Mail support site
http://www.umaryland.edu/helpdesk/products/myumbmail.

Congratulations! You have completed the UMnet Upgrade process. For more information about the myUMB
Mail system and this project, please visit http://www.umaryland.edu/helpdesk/products/myumbmail.

Questions?

For questions about the new myUMB Mail system or these instructions, call the Assistance and Service Center
(ASC) Help Desk at 410-706-HELP (4357) (weekdays, 8:00 a.m. - 5:00 p.m.) or send an e-mail to:
help@umaryland.edu.
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