Student’s Quick Guide to Logging into
Mville Email, WebAdvisor and Blackboard

Microsoft Office 365:
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Manhattanville College has powerful email, web, and collaboration tools for all
former and current students. Microsoft Office 365 has your favorite Office features
online and allows you to create sophisticated reports and presentations, collaborate

in real time with classmates, and share and edit documents.
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Visit MyMville
Click Students,
3. In the student Quick Links box at right, click Office 365E-mail.

3 Manhattanville

"7 COLLEGE

mville.edu

N

Type your user name and password.

Sign In

4. Username: last name, first initial (in most cases)
- For Example: Andrew Smith’s username would be: smitha

5. Password: Your initial password is:
e Your first name initial in CAPS
e Your last name initial in lower case, and
e Your full 7 digit student ID number

- For example: Andrew Smith’s password would be: As1234567
If you need further assistance, please call the IT Help Desk 914-323-7230.
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Manage your own password:

We strongly encourage you to change your password immediately:
1. Click MyMyville on the top right of any of Manhattanville’s pages

Prospective Students  Parents  Alumni  Giving  MyN35ia,_All Denartments (@)

ADMISSIONS ATHLETICS
How to Join Us Why We Train
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+ 2015 Presidential Search
« Academic Calendar
Campus Safety

Career Development

| » Centers for Academic

Faculty & Staff | WEB ADVISOR

Students

WebAdvisor allows viewing of our Schedule of Classes and provides Manhattanville's students,
Calendar faculty and staff access to secure online services.

Success

BLACKBOARD ¢

Course Catalog
Duchesne Center
Scholarships

= Events at Manhattanville
Faculty & Staff Profiles

Blackboard provides faculty and students a central place to foster learning.

I PASSWORD(s) RESET I

is link allows you to perform the follawing actions: . Fast Facts

« Update your profile to use Office 365 « Library
Registrar's Office
= IT/Help Desk

¢ Create a Help Desk
Unlock your account if you exceed the login attempts Ticket

Pravide your temporary password format

o Reset your Network, Email and WebAdvisor password

o Submit an Incident
BLACKBOARD PASSWORD RESET or Request

To reset your Blackboard password you have two options:

= Option 1: You know your mville username

« Option 2: You know your mville email address

2. Click Password Reset on the middle column
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- Self-Service Account Management :
Sign in
All Students: b

Before you start using Office 365, please update your profile, User Name:

security questions and password using this self-service Password: au- Manage your Profile
password utility. a= Enroll and manage your profile

Logonto: |---Select Domain--- [+]
To begin, enter your current user name.

User names are constructed with your full LAST NAME
followed by the first letter of your FIRST NAME.

é la\ Reset Password
Example: Jane Smith will be smithj

Reset your forgotten password

Your temporary password for the self-service portal is

your first name initial in UPPER case, your last name initial
in lower case, and your SEVEN digit ID number Students: Choose STUDENT in the 'Log on to' drop down box.

Staff/Faculty: Choose ACADEM in the 'Log on to' drop down box.
(include leading zeroes). Ity 9 P Unlock Account

Example: Jane Smith will be: 150012345, i ¥ Unleck yeur locked out account

3. Enter your user name.
- For Example: Andrew Smith’s username would be: smitha

4, Password: Your initial password is:
e Your first name initial in CAPS
e Your last name initial in lower case, and
e Your full 7 digit student ID number
e For example: Andrew Smith’s password would be: As1234567

5. You will be asked to select your 2 security questions.
(For security reasons, do not share your answers with anyone.)

6. Change your initial password to one that you will remember.

If you need further assistance, please call the IT Help Desk 914-323-7230.
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WebAdvisor:

WebAdvisor is a website that will show your grades, your class schedule and more.
To access WebAdvisor;

1. Click “MyMville”

2. Click “WebAdvisor”

Home b MyMyille

My Mville Homepage MyMville Quick Links

Faculty & Staff |

« 2015 Presidential Search
+ Academic Calendar

WEB ADVISOR

Students
webAdvisor allows viewinl| of our Schedule of Classes and provides Manhattanville's students, « Campus Safety
Calendar faculty and staff access toflsecure online services. « Career Development
+ Centers for Academic
BLACKEOARD 9 | Success
« Course Catalog
Blackboard provides facullly and students a central place ta foster learning. « Duchesne Center

+ Events at Manhattanville
« Faculty & Staff Profiles

| Manhattanv_ﬂle ’ . v S . « Fast Facts

PASSWORP(s) RESET

| Scholarships

"""V COLLEGE* - Ubrary
« Registrar's Office
‘Your WebAdvisor login is the same credentials you use for the Self-service Utility and your Manhattanville email « IT/Help Desk
Eperiencing Lo Issues? Contactth [T Welp Desk o extenion 7230 (314-323-7230 of campus) o Create a Help Desk

Ticket

o Submit an Incident

or Request

Students, Faculty & Staff: Cick the L0 I¥" ek
Jocatedfothe rgh of the “Marhattanvle College”
barver.

Webadvisor Help

Reset My Password

1. Sign in with the same username and password used in your 365 email, and
Self Service Account Management
2. Note: You must have activated 365 email before using WebAdvisor
- If you don’t remember your password, click “Reset My Password”
on the lower right corner of the main webpage of WebAdvisor.

Log In

User ID:
Password:

Show Hint: [

SuBMIT

Lo In Main Menu Cowract Us
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Blackboard: Blackboard is a utility which allows your
Professors to give students access to submit their
assigments as well as allow students to look at files online
In one place.
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To log into Blackboard;
1. Click MyMville
2. Click Students on the left side
3. Click “Blackboard V-9.1

Blackboard B

USERNAME

PASSWORD:

. Forgot Your Password?
Login

4. Username and password should be your username in both login boxes.
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- Ex: smitha (last name first initial)

Lost Password

Choose an option to retrieve your password. Enter your information for one option only: Username Option or Email Address Option.

USERNAME OPTION

Enter your First Name, Last Name, and Username to change the password. An active em

ddress must be associated with the account to change the password. An email will be sent with instructions to
change the password. The current password will remain active until it is changed by following i

uctions.
First Name
Last Name

Usemame

EMAIL ADDRESS OPTION
Enter your First Nume, Last Name, and Email Address to change the password. An active email address must be associated with the account to change the password. An email will be senf with instructions to
change the password. The current password will remain active until it is changed by following the instructions.
First Name
Last Name

Email

5. If you cannot get in, click “Fdfgot your password” and fill out one of the two
forms. Make sure your Manhattanville 365 email is activated as your reset
Blackboard password will go to that email.
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