BSC Employee Email Account Activation

For BSC Employees: To activate your BSC email account follow the instructions below.
1. Go to http://enroll.nodak.edu

2. A window will open that says “Enroll Your Services”. Read through and click “Continue”.
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3. Use the bottom portion of the screen which states “I do not know my Electronic ID or password”. Enter your last
name and your Emplid (your seven digit Employee ID number you receivegffrom Human Resources). Then click
“Continue”.
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http://enroll.nodak.edu/

Enter your default password: Then click “Continue”.

e Your default password is a XxxSSYYYY format:

Xxx are the first three letters of your birth month with the first letter capitalized.

SS are the middle two digits in your Social Security number.

YYYY is the four digits of your birth year.

If your birthday is 11/3/1983 and your Social Security Number is 111-22-3333, your password would be
Nov221983.
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Enter your password.

Your password:

Your initial password is ExxSSY¥YY
Xxx = first three letters of your birth month
[first letter is capitalized)
33 = middle two mnumbers of your Sececial Security mumber
YYYY = your birth year
If your birthday were Auguss 26, 18983
and your Socizl Security number were 11-22-3333,
your initial password would be Eug221983

You will be asked to change your password on she mext page.

The HECN Policy Review comes up. Read the Acceptable Use Policy and click on “Continue”. Take the policy
“Quiz”, then click “Continue”.

You will be asked to change your password. The old password is the default password you entered in step 4
above. Make sure to use a combination of numbers, upper and lower case letters, and/or special characters in
your new password (must be at least 8 characters in length).

On the next screen you will be prompted to enter a password hint question with your answer, or select one of the
guestions and type in your answer. This will be used if you ever forget your password. After you have selected
the question and typed your answer, click “Save”.

The next screen will tell you what your email address is. It will usually be your
Firstname.Lasthame@bsc.nodak.edu, or it may also include your middle initial (ex: John.Doe, John.M.Doe). Use
your Electronic ID and password to access your BSC email account. Note: Your Electronic ID is the
Firstname.Lastname portion of your email account (whatever is before the @ sign). Do not type in the
“@bsc.nodak.edu” portion.

Note: You can read your BSC email on the web at https://webmail.bsc.nodak.edu/. If you are using a BSC
issued computer, you will normally use Microsoft Outlook to read your email. The Help Desk will first need to
configure your Microsoft Outlook before you will be able to use it to read your email.

If you have questions please call the Help Desk at (701) 224-5442.
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