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0 =Shortcut 0=Advice 9=Caution

Your Towson U Account

Your Towson U account provides you with:

® Login access to any campus computer

® Access to your Towson U Outlook E-mail

® Access to Online Services for pulling information
out of the PeopleSoft database program

® Access to Blackboard for Online courses

Activate Your Account

Activate Your Account

1. Log in to Towson Online Services.
2. Choose Activate Your
Account.
3. Verify Your Identity.
4. Create a Password.
5. Get your Username and

E-mail address.

Process Summary

1. Launch a web browser and navigate to Change Your Password
http://www.towson.edu/accounts ) ) ;
1. Log in to Online Services.
2. Scroll to and locate the Activate Your NetID hyperlink 2. Choose Forgot Your
under the Faculty/Staff NetID (Account) Management Password.
Tools section of the webpage (Fig 1, 1). 3. Verify Your Identity.
3. The Activate Your NetID (Step 1 of 3) screen will 4. Choose Your Password.
appear (Fig 2).
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Important Notice
* Computing Accounts & E-mail
We are branding the term for your Towson University computer account to NetiD. This will
help avoid confusion and differentiate your primary Towson University identity from all other
usernames you may have in your digital life

Student Accounts
Faculty/Staff Accounts

Departmental, Organizational &

Class E-mail Over the next few months, you will start seeing NetlD used in login dialog boxes, in web

pages, and other documentation. During the transition period, you may see both terms. This
page has been updated; the old term is listed in parentheses. Questions: call the OTS Help
Center at 410-704-5151.

Account Tools

Student NetlD (Account) Management Tools
Use the following Web-based tools to make changes te or learn more about your NetlD (student
account):

Change Your Password

Reset a Forgotten or Expired Password

Set a New Security Question and Answer

Activate Your NetiD

Quota and Web Tools for Tiger

Create a ZIP file backup of files on Tiger by logging into WebDisk, selecting all files/folders,
and clicking the Downlead button.

/Staff NetlD (Account) Management Tools
e following Web-based tools to make changes to your NetlD (TowsonU account):

Change Your Password

Reset a Forgotten or Expired Password
Set a New Security Question and Answer
Activate Your NetiD

General NetlD Information for
Faculty, Staff, and Students
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4. Select your affiliation from the Choose your NetID Type radio buttons (Fig 2, 1).

5. Type your Last Name in the Last Name field (Fig 2, 2). )
Figure 2

NetlD Activation

Activate Your NetlD (Step 1 of 3)

Manage My NetlD

Welcome to Towson University's NetlD Activation page. This process will allow you to establish your online identity at Towson University and only needs to be followed the first time you use
your NetlD. The NetlD you activate today will remain for as long as you are a student or faculty/staff member at Towson University, and will be used to send and receive e-mail, access online
«course material, register for courses, or retrieve grades.

TU Home

To begin the NetlD activation process, please perform the following steps:
. Specify whether you are Faculty/ Staff or Student.
. Enter your Last Name.

. Enter either the last 4 digits of your Social Security Number, or NpwsonlD Number.
. Enter your Date of Birth in the dropdown boxes.

Once complete, click Confirm My Identity tw

‘:vie your NetiD Type:  © Faculty/Staff © Student

Last Name:

Last 4% scurity Number l—
A\ Date of B [1 [=] [1 [=] [1911]=
— | Confirm My Identity !

(LR RN

\

6. Type your last 4 digits of your Social Security Number or your 7-digit TowsonID number in the
Last 4 digits of Social Security Number or 7-digit TowsonID Number box (Fig 2, 3).

Your TowsonID number is the last 7-digits of
your TU One Card (Fig 3, 1)

| Figure 3

7. Type your date of birth in the Date of Birth
fields (Fig 2, 4).
Click the Confirm My Identity button (Fig 2, 5).

9. The Activate Your NetID (Step 2 of 3) screen
will appear (Fig 4).

10. In the Choose Question drop down box, select a

Security Question to be used in the event that you
forget your password (Fig 4, 1).
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11. Type an answer in the Set Answer field (Fig 4, 2).
12. Click the Set Security Question box (Fig 4, 3).

Figure 4

Activate Your NetID (Step 2 of 3)

Lz Confirmed.

\;w set a Security Question and Answer for your NetlD. In the event that you forget your pas=ug
an existing question from the drop-down list. or you may select =™ WriM
Choose Ques [What is the name of the street on which you grew up?E

Set Answer: |R|;B’inson|

Note: Your answer is not case sensitive, and spaces and symbols will be ignored.
You also must include at least two letters in your answer.

r Security Question & Answer to reset your NetlD password. You
which will allow you to supply your own guestion.

l Set Security Question ;}_—
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13. The Activate Your NetID (Step 3 of 3) screen will appear (Fig 5). )
Figure 5

Activate Your NetID (Step 3 of 3)

You have successfully set your Security Question & Answer. You r

password strength requirements below.
Wﬂ must:

New Password: |sessesss - Be at least 2 days old before you can change it again
- Be at least 8 chy A length
a 4 different types of characters:

our NetlD password using the form below. Before choosing a new password, take note of the

Confirm New Password: ssssesss|

[ Set New Password J

= upper

= lowercases

= numbers

= symbols: #5%&"+ -/:()s=>7_
= MNot contain any part of your name

14. Type a password in the New Password field (Fig 5, 1).

Your new password must follow these guidelines:

® Be at least 2 days old before you can change it again
® Be at least 8 characters in length

® Use at least 3 of the following 4 different types of characters:
uppercase letters
lowercase letters
numbers
symbols
e Not be an incremental change from a previous password (for example, you cannot use
"Password45" after "Password44")

0 Make note of your password, you will be given your username and be expected to remember
your password.

8. Type the new password again in the Confirm New Password field (Fig 5, 2).
9. Click on Set New Password (Fig 5, 3).
10. The Congratulations screen will appear with your new NetID and E-Mail address (Fig

11. You will be given your Towson U account Username and E-mail (Figure 6, 1). .
9 Y (Fig ) Figure 6

Congratulations!

Your NetlD is now active and ready to use. You may print this page for your rezzzds. You will also receive a copy by e-mail.

NetlD (username). squser \‘

E-mail address.  SQUSEN@IOWSON el ———

Your password is not included on this page for security purposes.
Your MetlD provides access to many university services. You need it to login to your ofice computer, as well as many web-based applications, including:

» PeopleSoft (Towson Online Senices)
= E-mail/Outlook

= Timesheets

+ Blackboard

For additional information and sel-help documents, please see http:/fwww towson.edu/adminfinance/ots/trainingdoc/selfhelpdoc.asp.
Tips:

1. Your password will expire every 90 days and you will have to change it on or before that time. You'll be automatically notified two weeks before it expires, but you can also set an
appointment in Outlook to remind yourself.

. You can manage your NetlD (reset or change your password, manage your security question, etc.) by visiting http://waw towson edu/accounts.

_ Mever share your password so someone can use your computer or login to a website or application.

_ Never give your password out to anyone who says they're servicing your computer, who claims to need it to update records, or for any other reason. This is a "phishing” trick designed to
hack your account. Don't fall for it. OTS staff or other campus [T support providers never have a need to ask for your password.

[NEREN)

For support, contact the OTS Faculty/Staff Help Center at 410-704-5151, option 2+2+2 on the voice menu.
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If you need to change your password or have forgotten it you can reset it:

1. Launch a web browser and navigate to http://www.towson.edu/accounts

2. Scroll to and locate the Change Your Password hyperlink under the Faculty/Staff NetID

o u kW

(Account) Management Tools section of the webpage (Fig 7, 1).

Figure 7

)r MetlD (Towsonl) account):

Faculty/5taff NetlD (Account) Management Tools
Ise the following Web-based tools to make chanz

Change Your Password

Reset a Forgotten or Expired Password
Set a Mew Security Question and Answer
Activate Your MetlD

The Change Your Faculty/Staff Password screen appears (Fig 8).
Type your NetID (Username) in the NetID (Username) field (Fig 8, 1).
Type your current password in the Current Password field (Fig 8, 2)

Type your new password in the New Password field making sure to follow the same password
guidelines as previously set (Fig 8, 3).

Re-type the password in the Confirm New Password field (Fig 8, 4).
Click the Change Password button to update your new password (Fig 8, 5).

If successful, you will be presented with a Success screen informing you that your new password
is now in effect.

Figure 8

Change Your Faculty/Staff Password

\\has been 3 months since your last change or you
culty, staff, server administrators and vendors

To keep your NetlD secure, the University requires that
simply want the peace of mind that comes with a n=z

ur password no less frequently than every 90 days. 4
= this page to make the change. This web page car
If you do not remember your current == . click Reset >

assword. You may also return to the Manage [,
NetlD (Username). | MNew Password:

Current Password Confirm New Password: \ P
Change Password \ ’ w)

] ore you can change it again
length
ing 4 differenttypes of characters:
= uppercas ers

= lowercase letters

= numoers

= symbols: BE%E + -1 ()===7_
+ Mot be anincremental change from a previous password (for example, you cannot use "Password45” after "Password44™)
+ Mot contain any part of your name
» Motbe one of your last 10 passwords

You will need to log off all systems and log back in with the new password to have full
access to TU Systems.




