
Assistance and Service Center (ASC) Help Desk Fax # 410-706-4191
Center for Information Technology Services (CITS) help@umaryland.edu
University of Maryland, Baltimore www.umaryland.edu/helpdesk
601 West Lombard Street, Room #LL06 
Baltimore, MD  21201 
410-706-HELP (4357) October 2008
 

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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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.   

 

 
 

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.   
 

        
Page 2 of 9 

mailto:help@umaryland.edu
mailto:help@umaryland.edu


 
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 
question 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.   

 

 
 
 

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

 

 
 

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.   
 

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

• Employee ID Number  • Affiliate ID  
• Student ID Number • 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.   
 

 
 
 

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.       
 

 
 

 
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.   
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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”.   

 

 
 

 
 

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.   
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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. auser001@umaryland.edu) 
 
 

 
 

 
3. If you have used the previous UMnet 

email system, you will need to 
subscribe to the email folders you 
created in UMnet.   

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

 

 
 

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

 
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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