How to Enter Emergency and Missing Person Contact Information in Self Service

1. Go to NDSCS homepage at www.ndscs.edu and select Campus Connection.
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Note: If you have not already claimed your NDUS account you will need to view the instructions on the right side

of the Campus Connection screen. If you are having difficulty logging into the Campus Connection please call the
NDSCS IT Service Desk at 701-671-3333, office hours are Monday - Friday from 7:45 am to 4:45 pm during the
academic year and Monday - Thursday from 7:45 am to 4:45 pm and Friday from 7:45 am to 3:00 pm during the
summer. If you need assistance after business hours please contact the NDUS Help Desk 24 hours a day at 1-866-
457-6387.



2. Loginto Campus Connection.

P 2
NORTH DAKOTA
UNIVERSITY SYSTEM

Favorites = Main Menu
v -

>

(Guest| | Notices and Announcements HelgCenterl

Help
Notices and Announcements
‘ou are signed in as GUEST on NDCSPRD

CampusConnection Signin [There are no planned outages at this time.

seros | C——
If you need more information about How to:

Password:

Sign In e Pay Charges Online for non-students

o Download Your Class Schedule

e Geta CampusConnection User ID
[T, | Us¢ Canuscomecion it
b Selfsenviee
— Questions about logging in Click here
— Forgot My Password .

— Obtain a User Account Cam pusConnection User Is
- What is My User ID? Welcome to CampusConnection
— What is my EMPLID?

m

- Ad Astra Room Scheduler [The CampusConnection portal will provide a secure and convenient access point to your personaland campus information. If you need to access any
- Class Search (CampusConnection application, you must have a User ID and Password. Once you obtain a User ID and Password, you can check your application
- Class Search - All Campuses status, register for classes or update your personal information.

[— Browse Course Catalog

|- Browse Catalog - All Campuses |Are you a Dot or a W?

Touchnet Authorized Users

3. Select Self Service from the Main Menu.
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4. Select On-Campus Housing from the Self Service menu.
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5. Select ND State College of Science and click Submit.
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If you are unable to view certain pages when accessing the MyHousing system, make sure to change
the Internet settings on your browser to accept cookies. In the toolbar, select Tools -= Internet Options >
Privacy. Select the Advanced button midway down the page. You will see the Cookies settings. Make
sure ‘Override Automatic Cookie Handling' is set, as well has Accept in both the First-Party and Third-
Party Cookies column. If you have problems with this, please consult the Help Desk.
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Note: If you receive a Session Time Out error at this stage you must enable or check the box in your Internet
options which says “OVERRIDE AUTO COOKIE HANDLING”. This is mainly a problem for users of Internet
Explorer. If you continue having difficulty please call the NDSCS IT Service Desk at 701-671-3333, office hours are
Monday - Friday from 7:45 am to 4:45 pm during the academic year and Monday - Thursday from 7:45 am to 4:45
pm and Friday from 7:45 am to 3:00 pm during the summer. If you need assistance after business hours please
contact the NDUS Help Desk 24 hours a day at 1-866-457-6387.



6. Select Update Information under the Personal Information tab at the top of the screen.
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o Messages

- There are no important messages.

E] Room Selection

No room selection processes to list.

. Room Assignments

No active room assignments to list.



7. Select the Term you are currently enrolled in and click the Submit button.
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8. Fill in the information for your emergency contact and missing person contact and hit the Submit button.
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Questions marked with an asterisk (*) are required.

01. Please enter the first and last name of your emergency contact.

02. Please enter your relationship to the emergency contact listed above.
Example: parent, sibling, spouse, etc.

03. Please enter a phone number for your emergency contact. Example: xxx-
XXX-XXXX.

04. Please enter an e-mail for your

gency contact, if

05. Please enter a home address for your emergency contact. ‘ |

06. In the event you are determined to be missing, what is the name of the
person you want NDSCS officials to contact? This person must be 18 years of
age orolder.

07. Please enter your relationship to the missing person contact listed above.
Ex: parent, sibling, spouse, etc.

08. Please enter a phone number for your missing person contact. Example:
XXX-XXX-XXXX.

09. Please enter the home address for your missing person contact.

10. Does your missing person contact understand that in the event you are No v
reported missing that person will be the sole contact for NDSCS and/or law
enforcement officials?

11. Does your missing person contact have access to a current photograph, No v
p i ion, fingerprints, etc.?

Select Term



