Technology Information for New Students

Hello and welcome to Molloy University. Please take a few minutes to read this document and
all the information it contains. You will find many helpful links in this guide, so keep it handy!

By registering for classes at Molloy, you have been automatically enrolled in all of our
Information Technology Services. Using your Molloy username and password, you can access
the following services:

e Lion’s Den: (https://lionsden.molloy.edu/ICS/) Use it to retrieve information about
classes, course schedules, financial information, bill payment, registering for classes,
viewing admissions information and accessing the learning management system (LMS).

e Canvas: (https://molloy.instructure.com/) Molloy’s courses will be using the Canvas
learning management system.

e Molloy Student Email (Gmail): (http://mail.google.com/) All student e-mail accounts are
provisioned through Google. This a fully functioning Google account, complete with all
its applications.

e Microsoft Office 365 (No email option): (www.office.com) Access to all of Microsoft
desktop applications (excluding Outlook) online via a web browser. |.e. Word, Excel,
PowerPoint etc.

e Student-use computers: Use your Molloy username and password to log into
computers in labs, lounges and the library. All computers on campus require users to log
in.

e Course Evaluations: (www.molloy.edu/eval) At the end of each semester, your
professors will give you information about when to access courseevaluations.

e WiFi Network (Name= Students Only): WiFi is available throughout the campus, even in
the parking lots!

e Self-Service Website: (https://selfservice.molloy.edu/) All users must register for
password self-service in order to maintain your password for all IT services. If you need
to change your password or have forgotten your password, the Self-Service system is
the only way to manage your account.

The rest of this guide will provide step-by-step instruction.
Before you can begin using the IT services, you need to retrieve your account information.
Make sure you have the following information ready:

- Social Security number

- Date of Birth

- Zip code

When you are ready, proceed to Account Retrieval!
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Account Retrieval

All new students must retrieve their own account information. Due to FERPA compliance rules,
Molloy cannot provide this information to anyone but our students. Molloy employees do not
have access to give out your password. Instructions for retrieving your username and
password are as follows:

1. Navigate to https://lionsden.molloy.edu/ICS/New Student Account Retrieval.jnz
2. Follow the on screen steps to retrieve:
a. Your Molloy username

Look Up Your Molloy Username

Your Molloy usemame is your personal identification that allows you to access Molloy's online and
network services through Lion's Den, including email, course registration, and more.
To look up your usemame, enter the following information exactly as it appears on your Molloy records.

Social Security (no hyphens; e.g., 123456789)
Number: o mational students, see note at bottom.

Date of Birth: format: MM/DD/YYYY
(2 digits for month, 2 for day, 4 for year)

Zip Code: (5 digits; i.e. 12345)"“International students: leave
blank.

| Look Up My Usemame |

*International Students: The office of Admissions has assigned you a 9-digit code to be used in place of the SSN. You should
have received both of these identification numbers in your welcome packet. International Students should leave the ZIP code

field blank.

b. Your randomly generated, temporary password

Lonk Up Your Molloy Password

W this form to retrieve your Molloy passwond, Enter the information exactly as it appears on your FMolloy records

Usemarma:

Laok up your uremame

Date of Sirth: format: MM/DD/YYYY
(2 digits for'month, 2 for day, 4 for year)

Last 4 Diglts of Socfal .
Sacurlby Numbert International students, see note at battom.

Zip Code: (5 digits; i.e. 12345) " “Tnternational students; leave blank.

Lock Up My Password

*Internahonal Stadents: The oifice of Admisssons has assigned vou a 5-digit eode b he used in place of the S50, You shaudd have recened ath
ol these emtifscabion numbers @ yir weliamne padkel. Tittrnatrnal Students. should leave the ZIP code heid Blank.

3. Afterretrieving your temporary password, register for Self-Service password
maintenance and change your password.

4. Only after you have retrieved your account information and reset your password,
will you be able to use the self-service site to manage your password.


https://lionsden.molloy.edu/ICS/New_Student_Account_Retrieval.jnz

How to Register for Self-Service Password Maintenance

1. Got to: https://selfservice.molloy.edu

2. After logging in using your full email address (username@lions.molloy.edu) and
temporary password, enroll in the Self-Service Password Maintenance, using the
“Click Here” link in the Welcome Box.
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Welcome! This portal offers you the power of password self-service!

k * Password Reset: Securely reset your machine password without help desk assistance.
. » Account Unlock: Unlock your account when you get locked out without help desk assistance.
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applications.

= Single Click Login : You can log in to your other organization application without any
password.

Enroll now to enjoy these benefits!

3. Choose two (2) security questions and provide the answers. Click “Next.”
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User Registration (3

Please enroll for the forced verification methods enabled for your account.

a Security Questions

Question : | . please Select a Question -- ~
Answer Confirm Answer

Question i | _ please Select a Question — v
Answer Confirm Answer

| Hide Answer(s)

« The minimum length of the answer(s) should be 3 characters and maximum allowed is 255 characters

Step 1of 1 Next
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4. You will receive a message verifying that your account is enrolled.
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/selfservice.molloy.edu/webclient/inde elfservice/enrollment

Enrollment

User Registration (3 You have successfully enrollea! The information you provided will
- ©  help us verify your identity when you login or during the
password reset/account unlock process.
n Methods

Learn more

a Security Questions & Answer

View my security questions &

5. Click the “Change Password” tab and change your password.

[N Y In DO ®

Change Password (3

Old Password
New Password  sesssseses
Confirm New Password | esessesees|

+The minimum password age is 0
+The maximum passward age is 0

*The minimum password length is 8
*No. of Passwords Remembered is 3

+The password complexity property is Disabled

Cancel




6. You should receive 2 successful password change messages.
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Status

@ Password change successful for the following account(s)

® fquiroz - lions.malloy.edu

« fquiroz@lions.mollay.edu - lions.molloy.edu[Google Apps ]

7. Click ‘Close’ then at top right, click the button and ‘Sign Out’
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Change Password

Change Password (3 fis)
Old Password
fquiroz

New Password

Confirm New Password [ Mobile Access

1y Ssign Out
+The minimum password age is 0 ©

*The maximum password age is 0
*The minimum password length is &
*No. of Passwords Remembered is 3

#The password complexity property is Disabled

caree

https://selfservice.molloy.edu/webclient/index htmiZlogout



Student Email (Gmail for Students)

1. Navigate to the email landing page: http://mail.google.com

2. Enter your full email address. This is the username you retrieve by following the
instructions above and adding “@lions.molloy.edu.” Click ‘Next’

Google
Signin
to continue to Gmail

Email or phone

teststudent@lions.molloy.edu

Forgot email?

Not your computer? Use Guest mode to sign in privately.

Learn more
Create account Next
English (United States) ~ Help Privacy Terms

3. Enter the password you chose after registering for self-service password
maintenance. Click ‘Next’

Google

Welcome

@ teststudent@lions.molloy.edu v

{ Enter your password

[} show password

Forgot password? m

Fmmliale Al ltand Cdmsnn Pp— Tiale Pratiommes [ .


http://mail.google.com/

4. Click ‘Accept’ to the agreement

5. You must set up 2-Step verification to secure your account. Click ‘Enroll’, then enter your
password at next screen.

Google

Don't get locked out

Your domain will soon enforce 2-Step
Verification to ensure better account
security.

This policy will be enforced from Dec
15,2021 which means that you will be
asked to enter a one time password
when signing in.

To avoid being locked out of your
account please enroll into 2-Step
Verification now.

Learn more about 2-Step Verification.

ENROLL

Do this later

6. Enter a number you would like to use. If you want to receive a code via text, enter your cell number.
Google will text a number to your cell, it starts with ‘G-, then numbers. Only put in the numbers.

Let's set up your phone

What phone number do you want to use?

I
4

Google will only use this number for account security.
Don't use a Google Voice number.
Message and data rates may apply.

How do you want to get codes?

@ Text message O Phone call

Show more options



Confirm that it works

Google just sent a text message with a verification code to (516 TR
735373

Dudr'n ged it? Resend

BACK Step2of3 HEXT

7. Click next, then you must click “Turn On’ to finish.

It worked! Turn on 2-Step Verification?

Now that you've seen how it works, do you want to turn on 2-Step Verification for your Google
Account teststudent@lions.molloy.edu?

Step 30of 3 TURN ON

8. 2-Step is now set up. Click the top right dots, then ‘Gmail’

< 2-Step Verification

©
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o

Account Gmail Drive

2-Step Verification is ON since Nov 16, 2021 TURN OFF E

Docs Sheets Slides

Available second steps

A second step after entering your password verifies it's you signing in. Learn more E ' u
Note: If you sign in to your Google Account on any eligible phone, Google prompts will be added as Chat

Meet
another method for 2-Step Verification.

Calendar

ﬂ Voice or text message (Default) @ Eoris Currents Sites
(516 I Verified /7
Verification codes are sent by text message. n

Add more second steps to verify it's you

Set up additional backup steps so you can sign in even if your other options aren't available.



9. This will bring you to your mailbox. On the top right of the screen, click on the square to bring
up the menu of Apps offered by Google.
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** You MUST sign out when using a public computer or the next person using that
computer may be brought to your email. Remember to click on your initial in the upper
right corner to sign out. **

earch all conversations = @ Active ¥ @ & i ‘
c This account is managed by lions.molloy.edu. Learn mor
tarted with Gmail
]
Customize your ’ Enable 1
i Set a signature i
inbox ” d a notifica Test Student
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Gmail Team Tips for using your new inbox - Welcome to your inbox Find emails fast With the power of Google Se
Gmail Team Get the official Gmail app - Get the official Gmail app The best features of Molloy College Student ar
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Google 2-Step Verification turned on - 2-Step Verification turned on teststudeni@lions.molloy.edu Your Goo

~/? Sign out

Privacy Policy * Terms of Service



10. Please use the extensive online help Google offers for any issues concerning Google
applications and features, including email set up for mobiledevices.

*Molloy University employees DO NOT use Molloy Gmail, so their email addresses are
different than students. Employee email addresses end in @molloy.edu and will NOT be in the

Gmail contact list. Please be aware of this when sending an email message to a Molloy
employee! *

Microsoft Office 365 for Students

1. Navigate to https://www.office.com. Sign in by entering your full email address, click
‘Next’, then enter your password.

BY Microsoft
Sign in

Email, phone, or Skype

Mo account? Create one!
Can't access your account?

Sign-in options

e Microsoft

teststudent@lions.molloy.edu

Enter password

Forgot my password

Sign in with another account


https://www.office.com/

2. Click X’ to close window or right arrow to go through slides

B® Microsoft X

o

Welcome, Frasian
Let Office 365 help you get your
classwork done

3. Click on the Application you would like to use on the left You could also install
Office on your own device by clicking the “Install Office” button on the top right.

i Office 365 P Ssearch
nl
Good afternoon, Stu ——> Install Offce -
All My recent  Shared  Favorites Type to filter list Y T Upload
| —
[ ~ Name Modified - Shared by - Activity ~
b
- e
| @
= A
[
@ '
No content activity
@ Share and collaborate with others. Create a new document or upload and open one to
get started.
* T Upload and open... m

Please contact the Molloy Helpdesk with any technology issues.
helpdesk@molloy.edu
516-323-4800



mailto:helpdesk@molloy.edu

	Account Retrieval
	How to Register for Self-Service Password Maintenance

