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Welcome to Mayville State University Distance Education!  
 

The Office of Extended Learning staff look  forward to providing you with timely and personalized assistance with 

your online/ distance education courses.   As a MSU stude nt, you have access to a variety of support services and 

resources to help you achieve your educational goals.   These services and resources are outlined in this 

handbook.   In addition, this handbook points you to University policies that will help you suc cessfully complete 

MSU distance education courses.   Please contact the Office of Extended Learning with any questions you may 

have.   Our office is located in Old Main 10 4 on campus, and we can be reached via telephone at 701.788.4667 

or 800.437.4104 ext. 3 4667, or via e -mail at ExtendedLearning@mayvillestate.edu .  

Best Wishes,  

 

Misti Wuori  

Director  of Extended Learning  

Phone: 701.788.4631  

misti.wuori@mayvillestate.edu  

Samantha Eastman   

Distance Program Coordinator  

Phone: 701.662.1587  

800.443.1313 ext. 21587  

Located at Lake Region State College  

samantha.eastman@mayvillestate.edu  

Connie Kaldor  

Online Advisor/College Transitions  

Coordinator  

Phone: 701.788.4721  

connie.kaldor@mayvillestate.edu  

Alissa Renner  

Distance Program Coordinator  

Phone: 701.774.6234  

Located at Williston State College  

alissa.renner@mayvillestate.edu  

Teri Wright  

Academic Advising Coordinator  

Phone: 701.788 .5251  

teri.wright@mayvillestate.edu   

 

Sheena Moe  

Distance Services Support Specialist  

Moodle Contact  

Phone: 701.788.4645  

sheena.moe@mayvillestate.edu  

 

DeShawn Lawrence  

Administrative Coordinator  

Phone: 701.788.4667  

deshawn.lawrence@mayvillestate.edu   

 

 

Office is responsible for:   

¶ Processing non -degree, Collaborative, Graduate, and Continuing Education applications for 

admission  

¶ Collaborative student registration  

¶ Dual Credit  (Early Entry) registration  

¶ Assignment of Distance Advisors  

¶ Online/Distance Programs recruitment, advisement, and registration  

¶ Heart of the Valley Consortium ITV courses  

¶ Online and Distance Proctor Ve rification  

¶ Serve as a point of contact for distance and online student s 

¶ Providing student, staff, and faculty support for Moodle, Tegrity, Blackboard Collaborate, TurnItIn, 

Atomic Learning, and other technologies.  

  

mailto:ExtendedLearning@mayvillestate.edu
mailto:misti.wuori@mayvillestate.edu
mailto:samantha.eastman@mayvillestate.edu
mailto:connie.kaldor@mayvillestate.edu
mailto:alissa.renner@mayvillestate.edu
mailto:teri.wright@mayvillestate.edu
mailto:sheena.moe@mayvillestate.edu
mailto:deshawn.lawrence@mayvillestate.edu
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Instructional Technologies at MSU  
 

Moodl e ï Learning Management System  
Moodle is MSUôs Learning Management System (LMS). Moodle was designed to support constructivist learning. Moodle 
can be used as a simple course document repository or as a virtual learning environment. Employees and students of the 
North Dakota University System can access Moodle through their Connect ND credentials.   
 

Blackboard Collaborate  
Blackboard Collaborate is a web conferencing tool offered by the NDUS. Bb Collaborate delivers an updated, easy-to-use 
and highly accessible, synchronous web conferencing interface enabling more collaboration choices to support your 
pedagogical goals.  
 

Atomic Learning for Students  
Atomic Learning is an online training resources and professional development tool that is available 24/7 and open to ALL 
Mayville State students. Students of the North Dakota University System can access Moodle through their Connect ND 
credentials.   
 

Skype for Business  
Skype for Business lets you connect with co-workers or business partners in your company or around the world. You can 
start conversations with IM, voice or video calls, see when your contacts are available online, in a meeting or presenting 
and broadcast online to a large audience.  
 

Polycom Real Presence  
Real Presence is a desktop video conference option for faculty and staff to attend meetings when IVN rooms are not 
available. Students taking IVN classes from a distance can also use this feature. 
 

Tegrity  
Tegrity is a lecture and content capture software that was chosen by the ND University System to provide service for its 
11 campuses. Tegrity enables faculty, students and staff to record presentations, lessons, training, an entire lecture, and 
more. The recorded content is searchable, provides for note-taking and participant rating of content, can be streamed live, 
and can be used on portable devices with internet access. Tegrity integrates with Moodle and is ADA compliant. 
 

Turnitin  
Turnitin is the leading originality checking and plagiarism prevention service used by millions of students and faculty, and 
thousands of institutions worldwide. Turnitin encourages best practices for using and citing other people's written material. 

 

ProctorU  
ProctorU is an online proctoring service that allows students to take exams online while ensuring the integrity of the exam 
for the institution by authenticating their identities and monitoring the exam in real time. 
 
 

The Instructional Technology Team collaborates with faculty in the development of effective, quality 

outcomes based curriculum that will maximize student learning.  Our mission  is to provide the faculty, 

staff and students of MSU outstanding and friendly service to promote lifelong learning skills and 

innov ative technology -enriched education. Technical support is provided in course design and 

development of MSUôs distance education systems. We are also the primary contact for the campus 

learning management system, Moodle. Please feel free to contact us with any questions you may have. 

We can be reached at 701.788.4645 or by email at the addresses listed below.  

 

Office is responsible for:   

¶ Providing faculty and student support for Moodle, Blackboard Collaborate and other 

instructional technologies  

¶ Researching , recommending and implementing new technologies to enhance education  

¶ Providing instruction and support to faculty and staff for new and innovative educational 

technologies  

¶ Guiding faculty through the process of online course development  

¶ Ensuring student l earning is maximized through effective course design  
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Modular Object - Oriented Dynamic Learning Environment  

 

So what is Moodle ? It is technically known as a Virtual Learning Environment. What that really means is 

that itôs a website that allows you access course materials, helps with your studies and allows you to 

submit assignments and take quizzes. Once you claim your NDUS user  account, an identity will 

automatically be created in the Moodle environment which will allow you to access your courses, send 

messages to your classmates and tutors, start discussions in the student forums, submit assignments and 

a whole lot more.  

 

Mood le works in a similar way to some of the big websites such as Facebook. You can upload your picture, 

fill in your user profile and share information with peers and other distance students at MSU.  

 

Any class you are enrolled in will appear in your list of c ourses for you to access.  Here there will be study 

materials, supplemental readings and all the tools to help make your online experience as dynamic as an 

actual classroom!  We hope you enjoy using Moodle as much as we do!  

 

 

 

Christine Gonnella  

Director of Instructional Design & T echnology  

Old Main 102  

Phone: 701.788.4709  

christine.gonnella@mayvillestate.edu   

 

 

Sheena Moe  

Moodle Contact  

Distance Programs Support Specialist  

Old Main 104  

Phone: 7 01.788.4645   

sheena.moe@mayvillestate.edu   

  

mailto:christine.gonnella@mayvillestate.edu
mailto:sheena.moe@mayvillestate.edu
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Mayville State University Mission and Vision  
 
Mission  

The mission of Mayville State University is to educate and guide students, as individuals, so that they may 

realize their full career potential and enhance their lives. We do this in an environment that reflects our 

tradition of personal service, commitmen t to innovative technology -enriched education, and dynamic 

learning relationships with community, employers, and society.  

 

As a member of the North Dakota University System, Mayville State University offers undergraduate 

degrees.  

 

Approved by the State B oard of Higher Education February, 1998  

 

Vision  

To be known for continuing academic excellence in a cooperative, enjoyable learning environment that 

anticipates and responds to individual needs.  

 

Purposes  

¶ Collaborative relationships with schools, employers, and communities that contribute to the 

economic growth and social vitality of North Dakota  

¶ Effective support for appropriate applications of information technologies to instruction and 

administration  

¶ Academic programs and services that address real -world career and North Dakota workforce 

opportunities innovative, flexible delivery of instruction that meets the needs of the individual  

¶ Enrollment and revenue development through retention, recruiting, and  new opportunities  

¶ Assessment and improvement of student learning outcomes and institutional effectiveness  
 
 

Office of Extended Learning  
 

The Office of Extended Learning extend Mayville Stateôs promise of personal service to students enrolled in 

courses delivered at a distance. The office collaborates with academic divisions and administrative units to 

develop and deliver extended programs and courses, and to provide support for students and faculty 

engaged in distance learning at Mayville State Universit y.  

 

The Office of Extended Learning serves high school students enrolled in dual credit courses, non -degree 

students taking distance courses, and online and distance students in the following programs:  

 

¶ B.S. in Business Administration at Lake Region State College , Cankdeska Cikana Community 

College, Dakota College at Bottineau,  and Williston State College over IVN  and Online with 

Synchronous Courses.  

¶ B.A.S. in Business Administration online  

¶ A.A. in Business Management online  

¶ A.A. or B.A. in Early Childhood online  

¶ B.S.Ed. in Elementary Education over IVN  

¶ B.S.Ed. in Early Childhood Education [online/with on -campus session in summer]  

¶ B.S.Ed. in Special Education online  

¶ B.S. in Mathematics online  

¶ B.S.Ed. in Mathematics Education online  

¶ B.U.S. Bachelor of Univers ity Studies online  

¶ B.S. in Nursing online  

¶ B.S.Ed. in Special Education online  

Masters of Arts in Teaching (MAT) online  
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How do Ié?  

Reg ist er  fo r  a  MSU Ext en ded  Le arni n g  Co u r se?  

1.  Talk to your advisor.  

2.  Go to  www.mayvil lestate.edu 

3.  Click  SharePoint  at the bottom  of the page. 

4.  Enter you r Username and Password. Your User Name  is 

the same as your login for ConnectND  preceded by 
NDUS\ . Your password is identical to the password you 
use for ConnectND and Moodle.  

5.  Click  on CampusConnection  

6.  Enter your User ID and Password from the account 

claim process.  

7.  From the menu on the left, click Student Center.  

8.  Under Academics click Enroll.  

9.  Choo se the app ropri ate  term and click Continue.  

10.  If  yo u know the class number you may enter it OR  if   

you donôt know the class number click the Class 

Search button then click Search.  

11.  Fill in the Course Subject , Course Number , and Course 

Career .  To show both open and closed classes, uncheck 

the Show Open Classes Only  box.  

12.  To choose the class you wish to add to your schedule, 

click Select Class.    

13.  Click Next  to add the class(es) to your shopping cart.  

14.  To add more classes to your shopping cart cl ick Search.  

15.  Repeat this process until all classes have been selected, 

then click Proceed to Step 2 of 3 . 

16.  To OFFICIALLY add the classes onto My Class Schedule  

click Finish Enrolling . 

17.  Click on My Class Schedule to confirm. Be sure to print 

a copy of your schedule to review.  

18.  For additional registration instructions/information 

contact Leslie Durkin, 1.800.437.4104 ext.34774.   

Questions? Call the Office of Extended Learning at 

1.800.437.4104 ext. 34667  

 
Drop  a MSU Ext en ded  Le arning  Cou rse?  

1.  Talk  to  you r advisor.  

2.  After talk ing to  you r advisor,  send an em ail  to your 
instructor and records@mayvillestate.edu  stati ng your 
name , Stud ent  ID  nu mber,  Catalog nu mber  (i. e. ENGL 
120)  and name of the course yo u wish to  drop . You 
cann ot  drop a c ourse in  CampusConnection  on you r 
own after classes have started.  

3.  For a complete withdrawal of all courses, contact Debra 
OôBrien at 1.800.734.4104 ext. 34842 or by email at 
debra.obrien@mayvillestate.edu  

 
Check my Mayville State Email?  
 Every student enrolled at MSU is issued an institution email 
address which you will be notified of by email. Keep in mind you 
are expected to check your MSU email at least three times per 
week  and can access it anywhere.  

1.  Go to  www.mayvil lestate.edu and Click SharePoint at the 
bottom of the page.  

2.  Enter you r Username and Password. Your user name  is the 
same as your login for ConnectND  preceded by NDUS \ . Your 
password is identical to the password you use for 
ConnectND and Moodle.  

3.  Click  on Email.  
 

Reg ist er  f o r  a Colla b o r at ive  Cou rse  at An ot her  

Ins t i t u t ion?  

1.  Go to  www.mayvil lestate.edu 

2.  Click  SharePoint  at the bottom  of the page. 

3.  Enter you r Username and Password. Your user name  
is the same as your login for ConnectND preceded by 
NDUS\ . Your password is identical to the password 
you use for ConnectND and Moodle.  

4.  Click  Sites  on the upper right -hand menu navigation . 
5.  Click  Departments and Offices  
6.  Click  Extended Learning from the site menu.  
7.  Click Collaborative Registration  on the left menu.  
8.  Read the first page, and then click on Complete the 

Online Collaborative Course Request Form.  

9.  Enter you r personal information, as requested. Read 
the registration terms and then type your full name 
for the electronic signature. When finished, click 
Continue.   

10.  Be very  careful when enter ing the informati on for 
you r class. You will  need to  kn ow  what  instit uti on 
yo u are  tak ing the class from, the term , the catalog 
nu mber,  the class nu mber,  the nu mber of class 
credits  and the delivery  method. ALWAYS enter your  

MSU email  add ress when registeri ng collabo rat ive ly. 

11.  Click  Subm it  Reque st . 

12.  You will  then see you r class listed with  the status of 

Pend ing . Once yo u have been registered in the 

course in  Conn ectND,  yo u will see the status chan ge 

to  Confirmed . 

 
Dr op  a  Colla b o r at ive  Cou rse  at  An ot h e r Institution?  

1.  Talk to your advisor.  
2.  Go to  www .mayv il les tate.ed u 
3.  Click  SharePoint at the bottom o f the page. 
4.  Enter your Username and Password. Your user name 

is the same as your login for ConnectND  preceded by 
NDUS\ . Your password is identical to the password 

you use for ConnectND and Moodle.  
5.  Click Sites in the upper right -hand menu navigation.  
6.  Click Departments and Offices .  
7.  Click Extended Learning  from the site menu.  
8.  Click on Collaborative Registr ation  on the left 

menu.  
9.  Read the fir st  pag e and then Click here to drop a 

course.  
10.  Enter you r User ID  and Passwo rd  as requ ired.  
11.  Find the class you would like to drop. On the far 

right,  click  the Drop link . You will nee d to  conf irm  
tha t  yo u wan t  to  drop the class 

12.  You will then see your class listed with the status of 
Drop Pending . Once yo u hav e bee n wit hd raw n from 
the course in  Conne ctND,  yo u will  see the status 
chan ge to  Dropped . 

 
Submit a Proctor?  

1.  Go to  www.mayvil lestate.edu 

2.  Click  Sharepoint at the bottom  of the page. 

3.  Enter you r Username and Password. Your user 
name  is the same as your login for ConnectND 
preceded by NDUS \ . Your password is identical to 
the password you use for ConnectND and Moodle.  

4.  Click Sites in the upper right -hand menu 
navigation.  

5.  Click Departments and Offices.  
6.  Click Extended Learning from the site menu.  

http://www.mayvillestate.edu/
mailto:records@mayvillestate.edu
mailto:debra.obrien@mayvillestate.edu
http://www.mayvillestate.edu/
http://www.mayvillestate.edu/
http://www.mayvillestate.edu/
http://www.mayvillestate.edu/
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TO REGISTER, VIEW CLASS SCHEDULES, ACCESS ACCOUNT AND FINANCIAL AID INFORMATION YOU MUST FIRST CLAIM YOUR 

ACCOUNT AT https://helpdesk.ndus.edu/ndusaccount   

View/Print my Class Schedule?  
1.  Go to www.mayvillestate.edu   
2.  Click Sharepoint at the bottom of the page.  
3.  Enter your Username and Password. Your user name is 

the same as your login for ConnectND preceded by 
NDUS\ . Your password is identical to the password you 
use for ConnectND and Moodle.  

4.  Click on Campus Connection .  
5.  Enter your Us er ID and Password from the account claim 

process.  
6.   Click on Student Center.  
7.  Under Academics, click the drop down arrow and select  

Class Schedule .  
8.  Click the >> button a nd select the appropriate term.  
9.  Click Continue.  
10.  You can also view your schedule in  a calendar view if you 

prefer.  
11.   Select Printer/Friendly Page at the bottom and click 

the print button on your browser toolbar.  

  

 
View my Finances ? 

1.  Go to www.mayvillestate.edu   

2.  Click  my student portal at the bottom  of the page. 

3.  Enter your Username and Password. Your user name  is 
the same as your login for ConnectND preceded by 
NDUS\ . Your password is identical to the password you 
use for ConnectND and Moodle.  

4.  Click on CampusConnection .  
5.  Enter your User ID and  Password from the account 

claim process.  
6.  From the menu on the left click on Student Center  
7.  Under Finances you can view your:  

a.  Account Summary by Term  
b.  Total Due Charges  
c.  Student Account Detail  
d.  Financial Aid Information  
e.  Financial Aid Award  

 

View my Grades ? *  

1. Go to  www.mayvil lestate.edu 

2. Click  SharePoint at the bottom  of the page. 

3. Enter you r Username and Password. Your user name  is 
the same as your login for ConnectND  preceded by 
NDUS\ . Your password is identical to the password you 
use for ConnectND and Moodle.  

4. Click on Campus Connection .  

5. Enter your User ID and Password from the account 

claim process.  

6. Click  on Student Center.  
7. Und er Academics, click the drop down arrow and select 

Grades.  

8. Click on the term you want to view and continue.  
9. Once you choose the term, your Official grade will show 

once it has been posted. If there is not a grade, you 
should check it again in a few days.  

*  Grades will usually be available to view on CampusConnection 
one week after a term ends.  

7.  Click on Submit Proctor  from the left -hand menu.  
 

Access my Online Courses from Mayville State 

University ? 
1.  Go to  www.mayvil lestate.edu (Firefox should be the 

browser used to do this).  

2.  Click  the blue ñmò at the bottom of the page. 

3.  Click Login.  

4.  Enter you r Username and Password. Your username 
is identical to your NDUS User ID which was given to 
you when you went through the claim process. Your 
Password will also be identical to what you created in 
the password creation portion of the claim process.  
Hereôs an example: 

                Moodle Username:  jane.doe  
                NDUS User ID: jane.doe  
               Moodle Password:  Comets2016  
               NDUS Password: Comets2016  

8.  Once logged in, click the My Courses  link in the title 
bar of the page. Links to your courses will be listed. 
Click on the course name to go to its m ain page.  

 
Access my Online Courses from Other Collaborative 
Institutions ? 
Each institution uses a different software system for their 
online classes. It is best to call the institution you are taking 
the class from and talk to someone in their distance 
education office to find out the specific information for that 
institution.  
 
Get my Books??  
MSU -BASED STUDENTS: for classes you take from Mayville 
State, you will order your books from the MSU Bookstore 
website at http://www.mayillestatebookstore.com . You will 
need to create your profile before you can complete your 
order.  
LRSC - BASED STUDENTS:  you can opt to have books 
shipped to the MSU Program Coordinatorôs office at LRSC. For 
your collaborative courses from Lake Region State College, 
you will pick up your books from the Lake Region State 
College Bookstore. For your collaborative course from another 
institution, you will need to contact that institution and make 
arrangements to have your books mailed from there.  
 
View my Degree Progress?  
The Academic Advisement Report (ARR) is a tool available to 
all MSU students and advisors. The ARR allows students and 
advisors to see degree progress at any time during the 
studentôs academic career. This tool enables both students 
and advisors to plan schedules, access summaries of degree 
requirements already completed and requirements still 
needed to gradua te.  
 
Full instructions on how to access and use the ARR can be 
found here: http://www.mayvillestate.edu/current -
students/academic - inform ation/academic - records/student -
resources/  
 

https://helpdesk.ndus.edu/ndusaccount
http://www.mayvillestate.edu/
http://www.mayvillestate.edu/
http://www.mayvillestate.edu/
http://www.mayvillestate.edu/
http://www.mayillestatebookstore.com/
http://www.mayvillestate.edu/current-students/academic-information/academic-records/student-resources/
http://www.mayvillestate.edu/current-students/academic-information/academic-records/student-resources/
http://www.mayvillestate.edu/current-students/academic-information/academic-records/student-resources/
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Claim Your NDUS Account  
 
In order to access to your Mayville State University financial aid, student account information, view class schedules 

and register for classes, you need to first claim (activate) your account.  
 
To claim your account, you will need your assigned EMPLID/Student ID and your birth date. Your student ID was sent 
by email or mailed out with your MSU acceptance letter from the Office of Admissions.   If you cannot locate your 
student ID, please call the Office of Admissions at 1 -800 -437 -410 4, ext .4635 . Please follow the steps outlined below 

to claim your account:  

1.  Go to the website http://helpdesk.ndus.edu/ndusaccount   

 
 

2.  Click the blue Claim an NDUS Account button  
 

PLEASE NOTE:  If you are unsure whether you have claimed your account or if you do not remember what 
your User ID is, click I Forgot My NDUS Account ID  and enter your birthday [separated by slashes] and 
your student ID number. The next screen will tell you if you have claimed your account. If you have, it will list 

your User ID. If not it will give you a link to begin claiming your account.  
 
If you do not remember your account password, you can click I Forgot My NDUS Account Password.  
Enter your User ID and click next.  Your challenge questions that were created when you first claimed your 

account will now appear. You must answer at least three of the questions correctly before it will allow you to 
reset your password. These answers are case sensitive.  
 

3.  Click Begin  to st art the Acceptable Use Quiz  

 
 

4.  The Acceptable Use Quiz consists of 12 questions. You must answer each question correctly to move on. 
Answer each question, clicking ñContinue >>ò after answering correctly or ñ<< Try Againò if incorrect.  
 

http://helpdesk.ndus.edu/ndusaccount
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Claim Your NDUS Account  

5.  When finished, click Continue to claim your account  

 
 

6.  Enter your Date of Birth  mm/dd/yyyy and your  EMPLID/Student ID  in the respective field  
o mm = The month you were born, use two numbers  
o dd = The day you were born, use two numbers  

o yyyy = The year you were born, use all four numbers  
o make sure you use the / between each  

 
 

7.  Click Continue  
8.  Please answer at least 3 of the authentication questions [in the event you forget your password in the future, 

you will need to provide the answers to the three questions you choose in this step]  
9.  Click Continue  

10.  Create and Confirm  a new password  

 
 

11.  Click Change Password  
12.  The final screen will notify you of your NDUS User ID [example: john.doe]  

If you have any problems with this process, please contact the NDUS H elp  Desk at 1 - 866 - 457 - 6387  [toll - free in 
the US and Canada], 24 hours a day, 7 days a week or via email at ndus.helpdesk@ndus.edu . We recommend that 
you complete this process as soon as possible to avoid delays in accessing class registration, fee statements, financial 

aid award statements and your email address.

mailto:ndus.helpdesk@ndus.edu
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Register for Classes  

 

1.  Visit the Mayville State website at www.mayvillestate.edu   

2.  Click on the SharePoint  link and login  

3.  Once logged in, click the link for Campus Connection  

4.  Login to ConnectND  

5.  From the left menu, select Self Service  

 
  

6.  Next, select the Enrollment  option  

 
 

7.  Select Enrollment: Add Classes  

 
 

8.  To select a class enter the number into the Class Number Box , or if you do not know the number 

click SEARCH  

 
 

 
 
 
 

 

http://www.mayvillestate.edu/
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SEARCHING CLASSES  

After clicking Search, the following screen will appear. Begin by choosing the appropriate course subject 

from the drop -down menu and then click the green SEARCH  button.  

 
 

Connect ND will show you all the available classes for that particular subject. To choose one of the 

options, click the blue section link.  

 

 
 

The section link will bring you to class details, scroll down and click Select Class  
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9.  Once all your cla sses are selected, click PROCEED TO STEP 2 OF 3   

 
 

10.  Move to PROCEED TO STEP 3 OF 3 , scroll down and select FINISH ENROLLING  

 
 

Be sure to check the right - hand column for either a green check [success], or a red x 

[failure] next to each class you wanted to add to your schedule.  
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Financial Obligation Agreement  
 

1.  Login to ConnectND. On your home page, click on Financial Obligation  Agreement under the 

Finances heading.  

 
 

2.  On the next screen you will have to select your institution and the term. In the institution field, 

click the magnifying glass and find Mayville State from the provided list. Click MASU1 to enter it 

into the field.  
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Financial Obligation Agreement  
 

3.  Select your term by clicking the magnifying glass and selecting the next semester you intend to 

register for (i.e. Fall 2016).  

 
4.  When both fields are filled in correctly, then click the Submit  button.   

 
5.  Read through the Financial Obligation Agreement. Once you have finished, click either Accept  to 

accept the Financial Obligation Agreement or Decline , if you do not agree to the terms outlined in 

the agreement.  

Keep in mind, you will NOT be able to register until you accept this agreement.  

 
 

If you have any questions, please contact Kerry Nelson  in the Business Office at 701.788.5265  
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Refund Schedule  

IMPORTANT DATES  

Fall Semester, 2016 

August 22 Orientation/Registration  

August 22 Classes begin at 4:00 pm*  

August 23  First full day of classes  

August 31 Last day to register or add a class  

August 31 Last day to drop a class without a record  

September 5 Labor day-no classes  

September 7  Final bill payment  

September 8  Application for graduation due for spring and summer ($25 late charge beginning Sept. 9)     

September 19 Enrollment census date  

November 10 Last day to withdraw from term or drop with record 

November 11  Veterans Day-no classes 

November 24-25    Thanksgiving-no classes  

November 28 Classes resume  

December 12-16  Final Exam Week  

December 20  Grades due at 12:00 noon  

  

Spring Semester, 2017 

January 9  Orientation/Registration  

January 9  Classes begin at 4:00 p.m.* 

January 10  First full day of classes  

January 16  Martin Luther King, Jr. Day-no classes  

January 19  Last day to register or add a class  

January 19  Last day to drop a class without a record  

January 25  Final bill payment deadline  

February 6 Enrollment census date 

February 9  Application for graduation due for summer and fall ($25 late charge beginning Feb. 10) 

February 20  Presidents Day-no classes  

March 13-17  Spring Break  

March 20  Classes resume  

April 7 Last day to withdraw from term or drop with record 

April 14-17 Easter Break- no classes 

April 18 Classes resume 

May 8-12  Final Exam Week  

May 13  Commencement  

May 16  Grades due at noon  

May 29  Holiday-Memorial Day  

 

To drop an online class, please contact your advisor. After speaking with your advisor, send an em ail  to 

your instructor and records@mayvillestate.edu  stati ng your na me , Stud ent  ID  nu m ber,  Catalog nu m ber  

(i. e. ENGL 120)  and nam e of the cou rse you wish to  drop . 

 

For a complete withdrawal of all courses,  Debra OôBrien, Administrative Assistant at 701-788 -4842 , or by 

email: debra.obrien@mayvillestate.edu .  
 

 

 

mailto:records@mayvillestate.edu
mailto:debra.obrien@mayvillestate.edu
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CONSUMER INFORMATION  

 

In compliance with the Higher Education Amendments of 1998 and consumer protection practices, 

Mayville State University provides information to current students and employees about the institution. In 

addition, all prospective students, prospective employees, parents of current and prospective students and 

members of the general public may obtain this information upon request.  

To review these reports and policies, please visit the following link http://www.mayvillestate.edu/about -

msu/ Pages/ConsumerInformation.aspx .  

Frequently Asked Questions  
 

Youôve been admitted to MSU and have successfully registered for a distance course[s]énow what?  

HOW DO I PURCHASE BO OKS AND MATERIALS FO R MY CLASS?  

To purchase books and materials you may go to th e MSU Bookstore website at www.mayvillestatebookstore.com . 

Click on Online/Distance and proceed with ordering your books. If you are new to the MSU Bookstore website, you will 
need to create a profile before you order. If you have any questions, please contact the MSU Bookstore at 
800.437.4104 ext. 34823 or Cheryl.Angen@mayvillestate.edu . 
 
 Textbook Reservation System on MSU Website:  

1.  If you have used this book reservation system previously you can go to Login and enter your email 
address and password.   If you d id not use this system previously, choose Log In  and set up your 
account .  We recommend you use your MSU email address, as this is where you receive official campus 
communication.   After you complete your account,  you can begin to order your books.    

2.  First  choose: Online and Distance  and read the information concerning web orders.   After reading the page 
proceed to order books; Click on Course Materials . There are two options shown; make sure you are in the 
ñCourse materials can be ordered for these termsò: and the current term  [Online/Distance F1 5] is chosen. Pick 

the departments you need; you can choose more than one at a time. Click to continue and choose your 
classes.   Click to continue and a listing of the books will come up; add them to your cart and c ontinue on to 
checkout.  

3.  When you get to CHECK OUT PAGE:  Confirm that billing address and shipping address are 

correct.   Choose from the drop down menu the shipping option that best meets your need.   Once you choose 
from ñShip Viaò drop down, the payment options will show on the right side of the page.    

4.  Choose  ñStudent Financial Aid.ò  Once you click on that a new screen will come up. You need to enter your 
student ID number then read and accept the option listed. If you have chosen to rent any of your books, a 
valid credit card number is also required.   Your card will not be charged unless you fail to return the rental 
title as stated in the rental agreement.    

5.  After doing this, SUBMIT ORDER .  You will receive your order information at this time.  
LRSC Students :   Your order will be packed and delivered to the Distance Coordinator at LRSC [Samantha 
Eastman].   She will notify you when you can pick up your books.   Your student account will be charged 

once you pick up and sign for your order.    
6.  NOTICE TO ALL  STUDENTS:   If you withdraw from a course, please contact the Bookstore 

immediately to check on return policies. The last day to receive refund for current terms is 10 days after 
the start of the semester.   For 5 and 8 week courses, please contact Pam Soho lt, Bookstore Manager, with 
any questions regarding return or any other bookstore policies [ Pam.Soholt@mayvillestate.edu  or 
701.788.4729].  

7.  For information on book buyback, please contact the MSU Bookstore  website.  

 

HOW DO I PAY MY FEES ? 

Students are required to access their account information online through ConnectND.  To do so, go to 
www.mayvillestate.edu , click Current Student  at the top of the webpage and enter your username and password. 
Then click on the  ConnectND icon. If you do not know your ConnectND Username and/or Password, call the NDUS 
Help Desk at 866.457.6387. Once you have logged in, click on Student Financials , th en on Account Summary by 

Term . The Balance for All Accounts  is the amount due. Payments are due no later than the end of the third week 
of the semester. No student will be dropped due to lack of payment or lack of participation without 
incurring some respo nsibility for tuition and fees.  
 

http://www.mayvillestate.edu/about-msu/Pages/ConsumerInformation.aspx
http://www.mayvillestate.edu/about-msu/Pages/ConsumerInformation.aspx
http://www.mayvillestatebookstore.com/
mailto:Cheryl.Angen@mayvillestate.edu
mailto:Pam.Soholt@mayvillestate.edu
http://www.mayvillestate.edu/
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To set up a payment plan or if you have any questions regarding your fin ancial account, please contact Kerry Nelson  
in the MSU Business Office at 800.437.4104 ext . 34757 or email at kerry.nelson.2@mayvillestate.edu .  

CREDIT CARD PAYMENTS :  

Can I pay my bill online and/or by phone?  

¶ Yes, payments can be made online.  
o Go to ConnectND  
o Enter your Username and Password from the account claim process  
o Click on Campus Finance  
o Click on Account Inquiry  or View Statements/Pay Online Now  
o On the menu screen click on  Payments  
o Click on Make a Payment  
o Payment options include using a credit card or e -check  

¶ Yes, payments can be made by phone.  
o The following information will be needed: typ e of credit card, name on card, expiration date and 

verification code.  

HOW DO I KNOW IF I H AVE AN OUTSTANDING B ALANCE?  

o Go to ConnectND  

o Enter your Username and Password from the account claim process  
o Click on Campus Finance  
o Click on Account Inquiry  or View Statements/Pay Online Now  
o On the menu screen click on  Payments  

  

HOW DO I RECEIVE FIN ANCIAL AID?  

If you are applying for financial aid and have any questions, you may contact the MSU Financial Aid Office at 
800.437.4104 ext. 34767 or email at Shirley.M.Hanson@mayvillestate.edu .  If you are enrolled in courses at another 
NDUS College then you may be considered a ñcollaborative studentò and must apply for aid at the NDUS college or 
universit y you are receiving your degree from.  
 

Can I receive financial aid for online classes?  
¶ Yes, in order to be eligible for Federal Financial Aid you must be enrolled in at least 6 credits and be a 

degree seeker from Mayville State University.  

¶ There are alternative private education loans available to students who are not eligible for federal 
funding. Contact the Financial Aid Office for more information.  

How do I apply for Financial Aid?  
¶ Go to www.FAFSA.ed.gov   

How  do I access my financial information?  
¶ Go to the MSU website and click the ñSharePoint ò link at the bottom of the page  
¶ Enter your Username and Password from the account claim process  
¶ Click the ConnectND  icon  
¶ Enter your User ID and Password again.  
¶ Click on Student Center  
¶ Under the Finance section click on View Financial Aid  

¶ You can also see your student account detail  
¶ Most communication for financial aid is done via email.  It is the studentôs responsibility to check 

Mayville State University email regularly . 
What is an excess financial aid check?  
¶ Remaining funds after all of your campus expenses are paid.  

How do I know if I have an excess financial aid check?  

¶ Watch your account summary on ConnectND.  
¶ Students can gain a general idea of any excess after viewing their account summary via ConnectND 

and comparing that balance to their financial aid award amount.  
¶ If an excess financial aid check exists, students must notify the Business Office, verify the address and 

request the check to be mailed .  If the student does not contact the Business Office the check will 
be held for 21 days and be mailed to the address o n the check.  

Quick tips for financial aid:  

¶ Annual loan limits include Fall -Spring -Summer.  
¶ There is a separate Mayville State application to apply for Summer Financial Aid.  
¶ It is important that students understand their responsibility in the financial aid process.  

mailto:kerry.nelson.2@mayvillestate.edu
mailto:Shirley.M.Hanson@mayvillestate.edu
http://www.fafsa.ed.gov/
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¶ Student Responsibility: Check email often; View your bill for accuracy; Ask questions.  

HOW DO I USE THE MSU  WEBSITE?  

MSU provides online services, course information, and resources for students via the MSU website: 
www.mayvillestate.edu . There, you will gain access to:  

¶ Online course materials through MOODLE  
¶ MSU Email  
¶ The MSU Byrnes -Quanbeck Library  
¶ Your student information through ConnectND  
¶ SharePoin t  

 
You will need your username, ID number and password to gain access to MOODLE, MSU Email, ConnectND and your 

course information. Your student ID number will be sent to you via email and your Username will be given to you 
upon successful completion of the account claim process. You will use this same informat ion when logging into the 
ñSharePointò. 
 
To access MOODLE, MSU Email or ConnectND:  
 

1.  Go to the MSU website at www.mayvillestate.edu  and click the ñSharePoint ò link at the bottom of the page.  

2.  You will be prompted to enter your Username and Password. Your Username  and Password  are what you were 
given and what you created in the NDUS account claim process.  

3.  Click Login .  
 
If you have any questions or problems with the information above or SharePoin t  l, please contact the MSU Service 
Desk  at 800.437.4104 ext. 34739.  

WHAT IS NOTIFIND?  

NotiFind  is the emergency notification system used by all 11 North Dakota University System colleges and universities 
to provide timely information and instructions directly to students, faculty, staff and others during emergencies or 
urgent situations. The State Board of Higher Education requires employee and student participation in NotiFind. 
Students are automatically enrolled in NotiFind after completion of the admission process. In an emergency situation 
important information and instructions will be sent out via email, text, and land line or cell phone voicemail.   

LIBRARY SERVICES  

If you would like to access books and other resources from the Mayville State University Library, your NDUS login will 
allow you to access the library catalog and databases.  

If you have questions about library services, please contact:  

Shannon Hofer  
shannon.hofer@mayvillestate.edu    

701 -788 -4815 or 800 -437 -4104, Ext.  34815  

BEGINNING A COURSE  

Mayville State University uses Moodle  as the distance course management system. See instructions on the next page.  

ATTENTION ALL STUDEN TS  

If you change your mind and DO NOT want to take a course[s] from MSU, you must contact the Office of Extended 

Learning and officially withdraw.  A student  is not automatically withdrawn due to lack of attendance or lack 
of tuition and fee payment without incurring some responsibility for tuition and fees.  

  

  

http://www.mayvillestate.edu/
http://www.mayvillestate.edu/
mailto:shannon.hofer@mayvillestate.edu
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Moodle Student Tutorial  

 

 
Welcome to NDUS Moodle Learning Management System. It is strongly recommended that Firefox  be the 

browser that is used for Moodle. Click here to download it now.  

 

Your Username and Password  for the Moodle system will be exactly the same as your NDUS 

User account. You will use the same credentials to login to both ConnectND and Moodle.  

 

Once you have successfully signed on, you can manage your profile. You can change your password, email 

address, enter information about yourself or add a picture to your pro file.  

 

 

  

 

 

 

Your personalized profile page appears with 
your information. It will list the classes you 
are enrolled  in, your email address plus 
anything you choose to add to personalize 
your page .  

Click the ñEdit profileò link in the Administration block [on the right] to 
edit your personal profile information.  
 

Your email address is automatically populated based on what you have 
in your ConnectND account, which should be your MSU emai l address.  
 

If you make changes to your profile, Moodle will require you to put 
something in all the fields with a red *  before saving.  
 
Once you are finished updating, click ñUpdate Profileò to save. 

http://www.mozilla.com/en-US/firefox/personal.html
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Moodle Student Tutorial  
 

 

  

You can easily find your location in Moodle by clicking on the breadcrumbs. The ñbreadcrumbsò are the 
path that display on the upper left hand corner and shows the user the path they have taken.  

The way courses in Moodle are set up varies by instructor. Many 
use a weekly format, clearly outlining each section using calendar 
dates. Other instructors will organize by chapter or topics. Just 
remember, the appearance will likely change from course to course, 
so be aware of the blocks and other items your instructors are 
using. 
 
Things to Remember: 

Upcoming Events: display assignment and quiz due dates as 
they get closer to the date.  
Forums:  discussions that instructors may utilize to have 
students communicate and interact with each other. You get out 
what you put into the forums each week. 
Dropboxes or assignments will be used to have you submit 
documents and homework.  
 
For detailed tutorials, practice activities, and to really familiarize 
yourself with Moodle, please visit the MASU DSO 100 - 
Distance Student Orientation course you are enrolled in Moodle. 
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Proctoring Requirements  
 

As with on -campus courses, the course instructor determines exam dates and exam methods for online 

courses. Typically the instructors utilize online testing within Moodle. Many online instructors require 

proctored exams and/or quizzes. If required, you wil l be notified of the need to submit a proctor for 

approval prior to the start of the semester.  

Some classes may require you to submit your proctor for approval by completing and 

submitting the Office of Extended Learning Proctor Approval Form online. Plea se follow the 

steps below to submit your proctor form :  
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Proctoring Requirements  
 

Your Proctor Approval Form must be submitted at least two weeks prior to your first exam.   

Your proctor will be contacted to verify their information and their desire to serve as your proctor. If he or she cannot 
be contacted for verification, your proctor will not be approved. Once you have an approved proctor, that proctor may 
be used for all your distance courses for the  current semester only . All proctors are subject to approval. You must 

submit your proctor for approval at the beginning of each semester you are enrolled in Mayville State 
courses.   

Proctor Criteria: 
In order to be approved as a proctor, a proctor must be a disinterested professional with a valid business office, business 
telephone, and business email address (Yahoo or Hotmail addresses are not acceptable).  
Some examples are:  
ÅA superintendent, principal or counselor at a public school  
ÅA high school or elementary teacher  
ÅA college or university administrator, dean, department chair, registrar or faculty member  
ÅA professional staff member at a college or university  
ÅA certified librarian or library staff member 
ÅA civil service examiner  
ÅA judge of a court of law  
ÅA human resource director or employee development coordinator  
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ÅA military officer or non-commissioned officer of a higher rank  
ÅA law enforcement officer 
ÅA testing center at a college or university, adult learning center, or military base. 
 
A proctor must NOT be: 
  
ÅA friend or relative of the student  
ÅSomeone enrolled in the course or another undergraduate student, including work study students in a campus office or 
tutoring center. 
ÅSomeone living at the same address as the student  
 
Failure to comply with the above conditions will significantly affect the student's grade and his or her ability to take 
Mayville State courses in the future.  
 
Once approved, you may serve as proctor for other Mayville State Extended Learning students. Please note students are 
required to submit proctors for approval at the start of every semester.  
 
Future correspondence concerning exams will come directly from the course instructors. 

Your proctor must have reliable intern et access. You may use your personal laptop computer to take an exam at your 
proctorôs place of business. Please note you are not allowed to take your exams in your home or your proctorôs private 

home or residence. You must take your exam at a professional  office, school, college or university, library, or other 
business or public institution.   

Sometimes public libraries and other proctoring/testing sites will not have Firefox installed on their computers and 
they may not allow you to download it to their c omputers. If this is the case, you do have the option to use Portable 
Firefox. Portable Firefox is installed onto a USB drive and run from there so that there is no actual download onto the 
siteôs computers. Please check with your proctoring/testing site to find out whether you can use this.  

To Use Po rtable Firefox  

1.  Go to http://portableapps.com/apps/internet/firefox_portable  and click on the Download Now  button.  

2.   

Click Save File  to begin the download. The file will save to the Downloads folder.  

 

3.  Drag the file to your USB drive.  
4.  Open the folder and run as you access your exam on Moodle.  

* Some proctors may charge a fee to proctor an exam. Students are responsible for paying for any exam proctoring 
charges and should discuss payment optio ns directly with the proctor. If you have questions, please contact 
ExtendedLearning@mayvillestate.edu  or call 1 -800 -437 -4104 ext. 34667 . 

http://portableapps.com/apps/internet/firefox_portable
mailto:ExtendedLearning@mayvillestate.edu
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 Tips for Success as a MSU Distance Student  
 
¶ Treat the course with respect:  Some people mistakenly believe that Distance Learning is easier 

than taking courses in the traditional classroom setting.  In fact, Distance Learning can be as or more 

challenging for several reasons.  

 

¶ Manage the Demands on Your Time and Energy : Time management is the key for successful 

Distance Learning.   Like most Distance Learners, you likely have a family, job, and community 

obligations that already take a big chunk of your time. You will have to take a hard look at all your 

activities and ma ke some decisions about what you can give up or postpone. Only you know what you 

can live with and without. It will be crucial to develop both the self -discipline and skill to juggle your 

responsibilities in order to make time for your educational goals.  The use of a planner or Outlook 

calendar is highly suggested.  

 

Links to resources:  

Time Management  
http://managementhelp.org/prsn_prd/time_mng.htm  

http://sbinfocanada.about.com/od/timemanagement/Time_Management.htm  

 

How to Use Outlook Calendar 2013  
https://support.office.com/en -US/article/Basic - tasks - in -Outlook -2013 -192EB102 -2EE2-4049 -B7F5 -
AA0EB4231FBB   
 

¶ Seek support of Family and Friends:  Studying and participating in college demands time and 

energy. Time to play with the kids or visit with friends, cost of tuition and books, and needing time to 

study may take some adjusting. To increase family support, ask family to help with your  educational 

process. If you have school -age kids, have them study alongside you. Find ways to mark and 

celebrate your accomplishments as you progress toward your goal.  

 

¶ Develop Good Study Habits : Along with time management, you should know or develop skil ls like 

skimming information from texts, taking good notes, writing clearly, and thinking critically.  Share 

your ideas and take the time to compose what you want others to see. The written word is strong; be 

prepared to support your shared perspectives an d ideas. A vital key to success in Distance Learning 

courses is the ability for students to be self -disciplined with time management and practice attention 

to detail when reading and following directions.   

 

Links to resources:  

Critical Thinking  
http://www.austhink.org/critical/  
http://www.studygs.net/crtthk.htm  

 

One Note Demo  
http://www.microsoft.com/en -us/showcase/details.aspx?uuid=f4344655 -0696 -48ed -a044 -d20372a9df0c   

  

MSU Resources  
 https://www.mayvillestate.edu/StudentServices/ComputerServices/Pages/default.aspx   

 

Atomic Learning  

https://www.atomiclearning.com/highed/home   

 

Starfish  

http://mayvillestate.edu/current -students/academic - information/starfish/   

 

 

 

 

http://managementhelp.org/prsn_prd/time_mng.htm
http://sbinfocanada.about.com/od/timemanagement/Time_Management.htm
https://support.office.com/en-US/article/Basic-tasks-in-Outlook-2013-192EB102-2EE2-4049-B7F5-AA0EB4231FBB
https://support.office.com/en-US/article/Basic-tasks-in-Outlook-2013-192EB102-2EE2-4049-B7F5-AA0EB4231FBB
http://www.austhink.org/critical/
http://www.studygs.net/crtthk.htm
http://www.microsoft.com/en-us/showcase/details.aspx?uuid=f4344655-0696-48ed-a044-d20372a9df0c
https://www.mayvillestate.edu/StudentServices/ComputerServices/Pages/default.aspx
https://www.atomiclearning.com/highed/home
http://mayvillestate.edu/current-students/academic-information/starfish/
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Tips for Success as a MSU Distance Student  
 
¶ Develop Your Computer Skills :  The following basic computer skills are recommended for distance 

students: word processing, managing files, browsing the Internet and emailing.  Once you have the 

appropriate hardware, software, and connectivity, you will need to become familiar with the u se of 

your browser and communication software. Utilize the Help Desk, the ñHow toò section of this 

handbook and your peers to troubleshoot.   For online and hybrid courses, youôll need to be able to 

use technology to log in regularly to check announcements , complete assignments, submit quizzes 

and/or tests, communicate with your instructor and other students, and participate with the 

discussion board.   
 

MOODLE  
https://lms.ndus.edu/course/categor y.php?id=5  
 

MOODLE Tutorials  
http://docs.moodle.org/en/Student_tutorials    

 

Firefox Download  
http://www.mozilla.com/en -US/firefox/ie.html  

 

Java Download  
http://www.java.com/en/download/   

 

Flash Player Download  
http://get.adobe.com/flashplayer/  

  

¶ Be Aware of Available Resources :  

Mayville State University  is committed to your success as a distance student. Use the resources 

available to you on campus, by phone, and via Internet.   

  

MSU Resources  
 https://www.mayvillestate.edu/StudentServices/ComputerServices/Pages/default.aspx   
 

 Student Success Center  
 http://www.mayvillestate.edu/current -students/student -services/student -success -center/   
 

 MSU Writing Center  
 http://www.mayvillestate.edu/current -students/student -services/student -success -center/writing -center/   

  

¶ Ask for Assistance or Clarification :  

Contact your instructor at your earliest need for help. Your course syllabus will tell you  how to get in 

touch with him/her.  

 

¶ Check Mayville State University Email Daily:  

Instructors rely on electronic communication with their students, whether it is via the learning 

management system or email.   It is very important to check your Mayville State University email 

daily.  Communicate with instructor and other staff/offices with your MSU email. This ensures the 

email address is not filtered to trash and is most secure. The student is responsible for providing the 

instructor with the co rrect Mayville State University email address.  
 
 

https://lms.ndus.edu/course/category.php?id=5
http://docs.moodle.org/en/Student_tutorials
http://www.mozilla.com/en-US/firefox/ie.html
http://www.java.com/en/download/
http://get.adobe.com/flashplayer/
https://www.mayvillestate.edu/StudentServices/ComputerServices/Pages/default.aspx
http://www.mayvillestate.edu/current-students/student-services/student-success-center/
http://www.mayvillestate.edu/current-students/student-services/student-success-center/writing-center/
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Technology Requirements   
It is  essential  that students in online courses have internet access and an up - to -date computer which 

meets the following hardware and software requirements:  
Mayville State University is a Tablet PC campus. Online students are expected to have PC access to 
complete onlin e courses. While Mac users may be able to use some services, Mayville State is not 
equipped to support Mac only users.  
 

General Requirements 

On-Campus Courses Laptop or tablet computer with an integrated front-facing webcam, HDMI output, 

speakers, and microphone 

Distance Courses Computer with Webcam and headset with microphone. 

* Chromebooks and mobile devices (iOS/Android) are not supported. * 

Windows PC (Preferred) 

Operating System Windows 8 or newer 

Processor 1.6 GHZ or faster Intel i5 

Memory 4 GB RAM or more 

Storage 25 GB free hard disk space or more 

Video 1280 x 800 resolution or higher 

Browser One of:  Chrome, Firefox, Internet Explorer 

Mac ** 

 

** Certain courses may require the purchase of additional software for Mac computers 

Operating System Mac OS X version 10.10 or newer 

Processor Intel processor 

Memory 4 GB RAM or more 

Storage 40 GB free hard disk space or more 
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Video 1280 x 800 resolution or higher 

Browser One of:  Chrome, Firefox, Safari 

Additional Software Microsoft Silverlight 3 or newer 

Additional Recommendations/Requirements 

General Windows-based PC (Recommended)  

CD, DVD, or Blu-Ray Drive (Recommended)  

 

MINIMUM COMPUTER REQ UIREMENTS  

¶ Computer Display: A resolution of 1024 x 768 or higher  

¶ Processor: 1GHz or more  

¶ Memory:  4  GB or more  

¶ Audio: A sound card, with speakers or headphon es is required  

¶ A webcam and microphone is required  

¶ DVD Rom Drive  

 

SOFTWARE  

¶ PC with Windows 7, 8, or 8.1 ; Mac users must have at least Microsoft Office Suite 2011 .  

¶ Web browser such as Firefox or Chrome. (Firefox is highly recommended, especially if you have 

internet -based exams for your online or distance courses)  

¶ At l east Microsoft Office Suite 2010 , including Microsoft Word, Excel and PowerPoint. Microsoft Access 

m ay also be required for some CIS and Business classes.  

Note: some CIS classes may req uire Microsoft Office 2013  

 

DOWNLOADS  

Internet Explorer  

http://www.microsoft.com/windows/internet -explorer/worldwide -sites.aspx  

 

Firefox  

www.mozilla.com/en -US/firefox/ie.html  

 

Java  

http://www.java.com/en/download/   

 

Flash Player Download  

http://get.adobe.com/flashplayer/   

 

Adobe Reader Download  

http://get.adobe.com/reader/   

 

Microsoft Office 365  

http://www.microsoft.com/windows/internet-explorer/worldwide-sites.aspx
http://www.mozilla.com/en-US/firefox/ie.html
http://www.java.com/en/download/
http://get.adobe.com/flashplayer/
http://get.adobe.com/reader/
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https://my.mayvillestate.edu/ws/departments/ITS/Sefl -

Help/Microsoft%20Office/Current%20Students.aspx  

 

INTERNET ACCESS  

¶ Distance learners must secure their own Internet Service. Consult local li stings for Internet Service 

Providers .  

¶ 256Kbs or higher [achieved via DSL, Cable service, or wireless services]  

 

LINKS TO RESOURCES  

 

MSU Help Center  

https://www.mayvillestate.edu/StudentServices/ComputerServices/Pages/default.aspx  

How toéOutlook Email 
 

ACCESS MY EMAIL  

 

1.  Go to www.mayvillestate.edu . Click the ñSharePoint ò link at the bottom of the M ayville State home page 

or click the ñsò icon at the top of the page. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://my.mayvillestate.edu/ws/departments/ITS/Sefl-Help/Microsoft%20Office/Current%20Students.aspx
https://my.mayvillestate.edu/ws/departments/ITS/Sefl-Help/Microsoft%20Office/Current%20Students.aspx
https://www.mayvillestate.edu/StudentServices/ComputerServices/Pages/default.aspx
http://www.mayvillestate.edu/
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2.  You will be prompted to enter your username  and password . Your username is the same as your 

login for ConnectND  preceded by NDUS \ . Your password is also identical to the password you created in 

the account claim process and what you use for ConnectND and Moodle.  

Example Username:  NDUS\ jane.doe  

Example Password:   Comets2016  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3. Click OK  

4. Click the email icon to access your MSU email account via Outlook Web Access.  
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Office 365 Information 
and Email Access 

Mayville State University has migrated email to the Office 365 cloud service. The steps involved with accessing your 
MSU email account have changed. Please read the following tutorials for more information.  

Your username for Outlook Web Access is your Campus Connection username followed by  @ndus.edu . For example, 
if y our Campus Connection username is john.doe, you must use  john.doe@ndus.edu  as your email username. Your 
password for Outlook Web Access is your Campus Connection password.  

¶ Office 365 Outlook Web Access (see paragraph above) 

¶ Install Microsoft Office 

ADDITIONAL RESOURCES  

Instructions are available to all Mayville State students on how to install Microsoft Office and 

more, by visiting  https://masu.ra.ndus.edu/portal/public/ .  

 

Once here, type Additional setup information  into the search box to get a full set of 

instructions.  
 

How toéInstall Microsoft Office  

Mayville State University offers Microsoft Office Professional Plus 2016 to all students, faculty, and staff.  Included in 

the suite are Microsoft Word, Excel, Access, PowerPoint, OneNote, Outlook, and Publisher.  Current students, faculty, 

and staff can obtain Microsoft  Office Professional Plus at no cost.  

1.  Visit https://portal.microsoftonline.com  

2.  Enter your Campus Connection username, followed by @ndus.edu .  For example, if your Campus Connection 

username is john.doe, enter john.doe@ndus.edu  as the email address.  

3.  Use the  same password as the one you use for Campus Connection.  

4.  Click the "Sign in" button.   

https://outlook.com/owa/ndus.edu
http://mayvillestate.edu/to/its/office
https://masu.ra.ndus.edu/portal/public/
http://www.mayvillestate.edu/
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5.  Click the "Install Office 2016" button to begin downloading and installing Office.  

 

 

 

 

 

 

6.  Click "Run" if you are asked to Run or Save the file.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
7.    Click "Yes" if you are asked to allow the program to run.  
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8.   The "Welcome to your new Office" screen will appear.  You have two options.  Click the "Next" button to view a 
video, or you may click the "X" in the upper - right corner of the  box to close it.  

 
 
 
 
 
 
 
 
 
 
 

9.   You can begin to use Office applications while the installation continues in the background.  

 
 
 
 

 

 

 

Mayville State University Email Policies  
M1901.3 

MSU EMAIL SYSTEM  M1901.3  

Mayville State Universityôs policy on the universityôs email system 

 

1.  Mayville State University considers the universityôs email system, e.g. employee's or studentôs 

username@mayvillestate.edu [the MSU email naming convention] along with the United States 

Postal Service, an official means of communication.  

2.  The university will consider employees and students to be duly informed and in receipt of 

notifications and correspondences sent by a college administrator, staff, or faculty delivered to an 

employee's or a student's university email account . It is recommended that employees and 

students frequently access their university assigned email account for official information.  

3.  Individuals may choose to have their @mayvillestate.edu email account forwarded to an off 

campus account. Such individuals, however, are responsible for managing their disk quota such 

that there is room for new mail to arrive and for forwarding their Mayville State University email 

account to a functioning alternative email address.  

4.  The University is not responsible for deliver y problems to non -official email accounts.  

 

Reviewed: Fall, 2008  

 Fall, 2014  

Sponsors: Vice President for Academic Affairs  

Information Technology Committee  

 

Computing Resource Agreement [Information Technology Services]  
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The primary purpose of Mayville Stat e Universityôs provision of access to notebook computers, network 

resources, and computer support services is to facilitate education and research consistent with the 

educational objectives of MSU.  The privilege of using the computing resources provided b y the University 

is not transferable or extendible by members of the university community to people or groups outside the 

University.  

 

As covered under State Board of Higher Education Policy 1901.2, all users of MSUôs data processing 

capabilities are requi red to comply with the following:  

 

1.  All employees, students and other users of NDUS computing facilities shall comply with applicable 

laws, policies and procedures.  ñComputing facilitiesò means computing resources and network 

systems, including, but not li mited to, computer time, data processing or storage functions, 

computers, computer systems, servers, networks and their input and output and connecting 

devices, and any related programs, software and documentation.  

2.  Users shall not examine, change, or use a nother personôs or institutional files, output, or 

usernames for which they do not have explicit authorization.  Users shall not represent themselves 

as another individual in electronic communication.  The use of anonymous mailers is prohibited.  

3.  User accou nts are assigned to a specific individual at a specific entity and may not be shared.  

When a specific affiliation is terminated, the university system or entity may terminate the userôs 

account, transfer the account, continue the account for a limited tim e or temporarily redirect 

incoming e -mail.  Access or attempts to gain access to university system computing facilities for 

any unauthorized purpose, including attempts to obtain, modify, or destroy information or degrade 

performance, is forbidden.  

4.  Users s hall not use computing facilities for any illegal purpose or to enter or send any materials 

including chain letters, that is obscene or defamatory, or to enter or send material that is intended 

to annoy, harass or alarm another person which serves no legit imate purpose.  

5.  Users shall not infringe on the intellectual property of others.  All users shall use software only in 

accordance with applicable license agreements.  

Mayville State University Email Policies  
 

a.  Users shall not make unauthorized copies of any software under any circumstances.  

Duplication of licensed software for any purpose except for backup and archival purposes or 

when otherwise specifically authorized is prohibited.  

b.  All software must be lawfully purchased or acquired.  Users shall not insta ll or use software 

on university system computing facilities in a manner contrary to law or this policy.  

6.  Use of computing facilities and databases shall be limited to the purpose[s] for which access is 

granted.  Use of computing facilities or databases for  political purposes, for personal or private use 

or for profit unless such use is specifically authorized, or for other purposes not related to the 

employeeôs or other userôs duties or purposes for which access is granted, is prohibited. 

 

In reference to i tem ñ6ò above, students are authorized to use notebook computers and network service 

for incidental personal use, provided this use does not interfere with the educational objectives of MSU or 

overload network resources, thereby denying it to others.  Stud ents may not use computing resources for 

partisan political purposes.  However, communication with politicians on issues concerning students is 

permitted.  

 

The existing rules governing the use of print media mailboxes apply to e -mail and network broadcasts .  

Students or recognized student organizations may request permission to send e -mail messages to groups 

of faculty, staff and/or students by contacting the Vice President for Student Affairs.  Non -university 

related e -mail sent to large groups of users is  prohibited.  

 

Repeated minor infractions of the policies stated in this document or violations of a serious nature may 

result in the temporary or permanent loss of network access and/or notebook computer use.  More serious 
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violations include, but are not l imited to, extending computing resources to unauthorized users, attempts 

to steal passwords or data, unauthorized use or copying of licensed software, unauthorized use of 

anotherôs account, or overloading network resources thereby denying it to others. 

 

Users do not own accounts on the MSU network, but are granted the privilege of exclusive use.  Under the 

Family Education Rights and Privacy Act of 1974, users are entitled to privacy regarding information 

contained in these accounts.  This act, however, all ows system administrators or other campus employees 

to access user files in the normal course of their employment when necessary to protect the integrity of 

computer systems or the rights or property of the institution.  For example, system administrators may 

examine or make copies of files that are suspected of misuse or that have been corrupted or damaged.  

User files may be subject to search by law enforcement agencies under court order if such files contain 

information that may be used as evidence in a court of law.  

 

If a student fails to return his/her notebook by the agreement ending date, he/she is subject to a $100 

late penalty and criminal prosecution or civil liability and agrees to pay the replacement cost of the Tablet 

PC.  It is the studentôs responsibility to insure the Tablet PC computer against damage and/or theft.  

Furthermore, the student is responsible for any damage to the Tablet PC.  The student must return the 

Tablet PC and assorted peripherals to the MSU Service  Desk, in the same condi tion as on the agreement 

beginning date, with reasonable wear and tear accepted.  The student will be charged a fee for any 

needed repairs.  It is the studentôs responsibility to give written notice to the MSU Service  Desk on any 

address or phone number ch anges.  

Emergency Notification System  
M1902  

 

Mayville State University has an emergency notification system (ENS). This system allows the campus to quickly 
contact or send messages to students, employees, and designated people during an emergency. An "eme rgency" 
means a situation that poses an immediate threat to the health or safety of someone in the institution or system 
community or significantly disrupts institution or system programs and activities. The emergency notification system 
is populated with contact information from students, employees, and on -campus external entities. The information 
contained in the ENS will be used by the authorized campus administrators to contact the above population in the 

event of a qualifying emergency.  

 
1.  Mayville State University mandates all employees, including student employees, participate in the emergency 

notification system. Employees are required to review their emergency notification information annually. In 
addition, employees will receive reminde rs twice a year to update their records. Emergency notification 
contact information includes campus email, campus phone, home phone, personal cellular phone, and work 
cellular phone. The ENS administrator will gather emergency information from non -campus p ersonnel 
associated with Head Start, MSU campus/county nurse, ARCH personnel, Traill County Sheriffôs Department, 

Mayville Fire Department, and other 911 groups deemed appropriate.  
 

2.  Students must participate in the emergency notification system and are re quired to do so during registration. 
Students will have the ability to update their information in the ConnectND portal. The portal will allow 
students to enter a cell phone number and an email address. The system will periodically remind students to 
revie w their information. In addition, students have the option to receive emergency notifications from up to 

four other campuses depending on their class location. All student employees, including undergraduate and 
graduate student employees, must participate in the emergency notification system .  

 
3.  Students are allowed to leave cell phones on during class to receive emergency notifications unless instructed 

otherwise by faculty. If a faculty member instructs students to turn off their cell phones, the faculty m ember 
must be able to receive emergency notifications by one of the follow ing methods (NDUS Policy 1902):  
a.  Registered personal cell phone that is turned on.  

b.  Registered campus email when a computer or other electronic communication device is active.  
 

4.  The emergency notification system is only for emergencies as defined in SBHE Policy 1902. An "emergency" 
means a situation that poses an immediate threat to the health or safety of someone in the institution or 
system community or significantly disrupts in stitution or system programs and activities. Mayville State 
Universityôs Emergency Management Team (EMT) is responsible for defining emergencies that warrant system 
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use . The EMT is made up of the President, Vice President for Academic Affairs, Vice Preside nt for Student 
Affairs, Vice President for Business Affairs, Athletic Director, Executive Foundation Director, and the ENS 
administrator. MSU will conduct ENS tests at least once each semester.  

 
5.  The ENS will be refreshed with information from ConnectND a minimum of once per semester. This removes 

data associated with former employees and students from the emergency notification system.  
 

6.  To eliminate misuse of the emergency notification system, access to deploy messages will be granted to the 
President, Vi ce President for Academic Affairs, Vice President for Student Affairs, Vice President for Business 
Affairs, Athletic Director, Executive Foundation Director, and the ENS administrator.  
 

7. Students, employees, and visitors should report all emergency situati ons to the President, Vice President for 

Academic Affairs, Vice President for Student Affairs, Vice President for Business Affairs, Athletic Director, 
Executive Foundation Director or the ENS administrator. One of those staff will contact th e proper author ities.  
During any emergency, MSU employees and students are asked to refer all media inquiries to MSUôs Public 
Relations Director or the President's Office.  
 

8.  Additional emergency notifications not outlined by EMT personnel, can be deployed if necessary by  designated 
personnel. Campus emergency procedures are available online on the MSU website. MSU will use campus 

email and website for detailed updates, in addition to redeploying of the ENS.  
 

9.  Employee emergency notification telephone numbers or other emer gency notification information is exempt 

from the state's open records laws as provided in SBHE Policy 1912 and may be released only as provided in 
that policy. Student emergency notification information, or contact information such as phone numbers or 
ema il addresses submitted for purposes of participation in an ENS, shall be excluded from directory 
information and is therefore confidential as provided under the Family Educational Rights and Privacy Act 
(FERPA). However, if a student phone number or email or other address submitted for the purpose of 
participation in an emergency notification system is also contained in other institution records used for other 
purposes and the student has not exercised the student's right to refuse to permit disclosure of d irectory 

information, the information contained in the other institution records is directory information and not 
confidential.  

 
Established: January, 2009  
Reviewed: May 24, 2011  
Revised: August 15, 2011  

Revised: February 19, 2013  
Revised: Summer, 201 5  
Sponsor: Vice President for Business Affairs and ENS Administrator  
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Student Support Services 
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Academic Affairs  
 

Dr. Keith Stenehjem  Vice President for Academic Affairs  

Keith.Stenehjem@mayvillestate.edu  701.788.4755  

Old Main 112A  800.437.4104 / Extension: 34755  

 

Ashley Hanson  Executive  Assistant  

Ashley.A.Madson@mayvillestate.edu  701.788.4711  

Old Main 112  800.437.4104 / Extension: 34711  

  

 OFFICE IS RESPONSIBL E FOR:  

¶ All academic programs of the University  

¶ Responsible for all faculty -workloads, course overloads, etc.  

¶ Gathering award information and coordinating Honors Day  

¶ Process student evaluations of facu lty  

¶ Coordinating activities of the Curriculum Committee  

¶ Maintaining current file of syllabi for all courses  

¶ Academic suspension and probation notification  

¶ Update University Catalog and distribute throughout campus  

¶ Campus Technology planning and implementation  

¶ Dual credit with Heart of the Valley Consortium [21 area High Schools]  

¶ Coordinate Commencement Activities and design commencement bulletin  

¶ Print/distribute summer brochures  

¶ Acknowledge students on the Deanôs List 

¶ Authorize/distribute all fac ulty contracts [full - time and part - time]  

¶ Process all faculty travel for professional conferences  

¶ Responsible for all NCA/NCATE accreditation visits  

¶ Develop articulation agreements with other high schools, two year colleges, tribal colleges and 

universities  

¶ The VPAA serves on several state - level committees and boards  

¶ The following areas report to the Vice President of Academic Affairs:  

o Chief Information Officer  

o Division Chairs/Division Faculty  

o Library/IVN  

o Child Development Programs/Head Start/Early Head Star t  

o Academic Records/Registrar  

o Director of Extended Learning  

Academic Success Center  
  

Katie Richards  Director of Student Success & Disabilities Services  

katie.richards.2@mayvillestate.edu   701.788.4675  

Classroom Building 109  800.437.4104 / Extension: 34675  

OFFICE IS RESPONSIBL E FOR:  

Services in various areas of support are available to any student who would like to enhance his or her 

academic experience at Mayville State University. Services and resources include:  

mailto:Keith.Stenehjem@mayvillestate.edu
mailto:Ashley.A.Madson@mayvillestate.edu
mailto:katie.richards.2@mayvillestate.edu
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¶ FREE  traditional study groups and individual tutoring.  

¶ Supported instruction in core classes such as math, history and psychology.  

¶ Referral to counseling services.  

¶ Services for students with documented disabilities which can  include, but are not limited to: 

extended testing time, testing in a quiet room, test reader, note - taker, or a scribe.  

¶ Accuplacer  testing.  

 

ONLINE TUTORING  

Online tutoring is  available via Skype and other means with academic tutors. There are several ways  

tutors and students can connect online:  

¶ Skype for Business  

¶ Moodle Chat Rooms: Your instructor may have a chat room set up for your class. If not, you may 

make arrangements with the tutor (or others in your class) to meet in Academic Support's Moodle 

Chat  Room.  

¶ The Forums on your Moodle classroom page are useful as your tutors are able to access them.  

¶ Email is easy. Just click on the tutor's name to get a direct link to their email.  

¶ Instant Messenger Programs such as Windows Live or Yahoo have text, audio,  visual and even 

some whiteboard capabilities.  

¶ Skype allows for face - to - face communication. For information on using Skype, please contact Katie 

Richards.  

¶ Smarthinking:  FREE Online Tutoring for your Course is Available!  

 
Student Support Services at Mayville State University  provides  students with access to online tutoring  from 
Smarthinking . With Smarthinking , you can chat with a live tutor up to 24 hours a day from ANY internet 
connection.  Tutors are available  to work with  you in a wide range of subjects including writing (for any 

course), math (basic math through calc II), accounting, statistics, finance, economics, biology, anatomy & 
physiology, physics, chemistry, office applications, and Spanish.   

 
To connect to a tutor :  

1.  Go to your Moodle account  
2.  Choose a Class  
3.  On the left hand side of the screen choose Smarthinking  
4.  Choose on line tutoring and subject area that you would like help in.  
5.  Start using the white board by writing a question.  

Academic Records  
 

Pam Braaten  Director of Academic Records/Registrar  

Pamela.Braaten@mayvillestate.edu  701.788.4774  

Old Main 114  800.437.4104 / Extension: 34774  

 

Sharyl Hanson  Assistant Registrar  

Sharyl.Hanson@mayvillestate.edu  701.788.4678  

Old Main 114  800.437.4104 / Extension: 34678  

 

Leslie Durkin  Records Assistant  

Leslie.R.Durkin@mayvillestate.edu  701.788.4774  

Old Main 114  800.437.4104 / Extension: 34774  

 

mailto:Pamela.Braaten@mayvillestate.edu
mailto:Sharyl.Hanson@mayvillestate.edu
mailto:Leslie.R.Durkin@mayvillestate.edu
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Sarah Olson  Records Assistant  

Sarah.M.Olson@mayvillestate.edu  701.788.4641  

Old Main 114  800.437.4104 / Extension: 34641  

OFFICE IS RESPONSIBL E FOR:  

¶ Permanent transcripts and files on all MSU students  
¶ Issuing transcripts  
¶ Student pre - registration and registration including continuing education  
¶ Drop -add registration changes  
¶ Student Academic Assessment Report  
¶ Evaluation of transfer credits from all institutions  
¶ Certifying enrollment of all students  
¶ Identifying students on academic probation/suspension  
¶ Identifying students eligible for Dean's List  
¶ Creating and distributing the semester and yearly class schedules  
¶ Maintaining the C -ND master catalog  
¶ Final test schedules  
¶ Petitions for excess student - load, arranged courses, independent study and advanced standing  
¶ Applications for major declaration and prior learning assessment  
¶ Evaluation of requirements for teacher e ducation, student teaching, internships, financial aid, and 

graduation  
¶ Application for graduation and teaching certification  
¶ Requests for substitution or waiver of academic requirements  
¶ Commencement bulletin, graduation lists, graduation honors, commenceme nt exercises and diplomas  
¶ Certifying graduates for teacher certification  
¶ Family Education Rights and Privacy Act (FERPA)  
¶ Good student discounts for insurance  
¶ Building/maintaining the Academic Requirement Report  

 

 OFFICIAL TRANSCRIPTS  

¶ An official transcript  bears the Registrarôs signature, university seal, and date of issuance; it has not been in 
contact with the student and it cannot be released to a third party  

¶ Official transcript requests require a studentôs written request made by mail, fax or in person 

¶ MSUôs fax number is 701.788.4738.  Currently policy does not allow the acceptance of an email transcript 
request  

¶ Transcripts are mailed within two days of receipt of a completed request  
¶ Express mail or other form of special delivery will be provided only i f a pre -paid mailer is included with the 

transcript request  
¶ All financial obligations to Mayville State University must be cleared before a transcript can be released  
¶ University policy does not allow faxing of transcripts  

  

UNOFFICIAL TRANSCRIP TS 

¶ An unoffi cial transcript does not bear the Registrarôs signature or university seal 
¶ Unofficial transcripts are stamped ñIssued to Studentò 

 

TRANSCRIPTS  

Mayville State University announces a new method for ordering transcripts. We have authorized the National Studen t 

Clearinghouse to provide an online transcript ordering service for us. This service will allow students the convenience 
of ordering official transcripts securely via the web at any time of the day or night. It will also provide timely notices 
regarding a  transcript request and order status history.  
 
Effective immediately, Mayville State will begin charging a transcript fee of $5.00 per transcript. This fee applies to all 
transcripts sent via regular mail or picked up. There are rush delivery options avai lable with special handling fees. See 

below.  
In order to use the online transcript service, a valid major credit card and an e -mail account is needed. Credit cards 
will be charged only after transcript orders have been completed. Requestors who do not hav e both a major credit 
card and a valid e -mail address may request transcripts by completing the Transcript Request Form  and sending the 

mailto:Sarah.M.Olson@mayvillestate.edu
http://www.mayvillestate.edu/academics/TranscriptRequestForm.pdf
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form along with payment to Mayville State University, Registrar's Office, Attn: Transcripts, 330 3rd Street, NE, 
Mayville, ND 58257.  
 

Former Mayville State students may log on to the National Student Clearinghouse secure site to order a transcript:   
http://www.studentclearinghouse.org/secure_area/Transcript/to_home.asp?t=155423&LoginHome=to_home.asp  

GENERAL ORDERING INF ORMATION  

¶ A transcript cannot be issued if a Financial Hold has been placed on an account which means there is an 
outstanding account balance. The Business Office needs to be contacted at 701 -788 -4757 to resolve the issue.  

¶ Faxed transcripts are not considered offic ial by higher education institutions, agencies, some employers, etc. 

Please verify the type of transcript needed with intended recipient.  

¶ An official transcript is a certified statement of an academic record. It includes the University Seal and 
signature of the Registrar.  

¶ Current and former students with online ConnectND access [includes all students who have attended Mayville 
State University fall 2003 to present] may view and print an ñunofficialò transcript. This is free of charge 
through ConnectND . If problems arise, please direct any questions to the MSU H elp Desk at 701 -788 -4739.  

REGULAR PROCESSING O PTIONS  

¶ Mail:  $5 per transcript. Transcript will be mailed to the requested recipient via regular 1st class U.S. mail 

within 3 -5 business days of order.  

¶ Hold For Pickup:  $5 per transcript. Transcript will be ready for pick up in 3 -5 business days. Photo ID is 

required for pickup.  

RUSH DELIVERY OPTION S  

¶ Rush -Hold for Pickup:  $5/transcript + $10. Transcript requests received on a business day by 2:00 PM CST 

will be available for pickup by 9:00 AM CST the next business day at the Office of Academic Records, Old Main 
114.  

¶ Express Mail : $5/transcript + $10. Transcript will be mailed within 2 business days of receipt of order via 
United States Postal Service ñTwo-Day Priority Mailer.ò [A two-day delivery is not guaranteed, however]  U.S. 

only  

¶ Rush -Fax/Mail : $5/transcript + $15. Transcript will be faxed to rec ipient on the same day as receipt of order 
and mailed to the same recipient the following business day via regular 1st class US mail [Faxes to U.S. and 
Canada only].  

¶ FedEx:  $5/transcript + United States/$20, Canada & Mexico/$35, or International/$45. Trans cript will be 

processed and mailed to the recipient the same business day via FedEx if received by 10:30 AM CST [one day 
delivery does not include weekends]. Questions may be directed to: Office of Academic Records/Registrar at 
701.788.4774 . 

Bookstore  
 

Pam  Soholt  Director of the Bookstore  

Pam.Soholt@mayvillestate.edu  701.788.4729  

Campus Center 133  800.437.4104 / Extension: 34729  

 

Cheryl Angen  Assistant  

Cheryl.Angen@mayvillestate.edu  701.788.4823  

Campus Center 134  800.437.4104 / Extension: 34823  

 

 MSU Bookstore Online  Catalog :   www.mayvillestatebookstore.com  

 

 Merchandise available at the Bookstore:  

¶ All required course material and supplies  

¶ Reference books, dictionary, etc.  

http://www.studentclearinghouse.org/secure_area/Transcript/to_home.asp?t=155423&LoginHome=to_home.asp
https://studentadmin.connectnd.us/psp/NDCSPRD/EMPLOYEE/HRMS/h/?tab=GUEST
mailto:Pam.Soholt@mayvillestate.edu
mailto:Cheryl.Angen@mayvillestate.edu
http://www.mayvillestatebookstore.com/
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¶ Trade books [just for fun reading]  

¶ Classroom and office supplies  

¶ University imprinted clothing and keepsakes  

¶ Notebooks, binders, etc.  

¶ Greeting cards and gift items  

¶ Computer supplies  

¶ And other great merchandise  

  

The Bookstore offers an order service for items not in stock.  Check with the staff for more information.  

  

Book Buy Back  

A book buy back is he ld during final exams each semester.  The Bookstore will buy back as many used 

textbooks from students as possible during this time.  Typically the buyback price is fifty percent of the 

current new book selling price if the book is being used the next seme ster.  Textbooks not being used 

during the next semester will be bought back at wholesale value.  More information on book buy backs is 

available from the Bookstore staff.  Email notifications of buy back dates and times are sent prior to finals 

week.  

Busi ness Office  
  

Steven Bensen  Vice President for Business Affairs  

Steven.Bensen@mayvillestate.edu  701.788.4761  

Old Main 111  800.437.4104 / Extension: 34761  

 

** Kerry Nelson  Accounts Receivable Technician  

Kerry.Nelson.2@mayvillestate.edu   701.788.4757  

Old Main 108  800.437.4104 / Extension: 34757  

 

Lois Karlstad  Accounts Payable Technician  

lois.karlstad@mayvillestate.edu  701.788.4758  

Old Main 108  800.437.4104 / Extension: 34758  

**First point o f contact for student accounts  

 

OFFICE IS RESPONSIBL E FOR:  

¶ Check cashing  

¶ Financial aid disbursements  

¶ Approval of short - term emergency loans  

¶ Accounts payable; Accounts receivable  

¶ Financial reporting  

¶ Timesheets and disbursement of paychecks for University and student employees  

¶ Payroll/Benefits information  

FEE PAYMENT  

All financial obligations to the University must be paid during a designated period at the beginning of each 

semester unless arrangements have been made with the Business Office.  

  

Under our process, financial aid awards to a student are applied as credits to the studentôs account, rather 

than being processed as payments to the students.  After aid is credited, any balance owed by the student 
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is paid on fee payment days.  If financial aid credited exceeds the amount owed by the student, the 

student will receive a refund check.  

REFU NDS  

Students who officially withdraw from the University may receive a refund of: Tuition, Student Service 

Fees, Lab Fees, Technology Fees, and Room and Board charges according to the Refund/Repayment Policy 

found in the MSU catalog.  

STUDENT EMPLOYMENT  

The student must complete a W -4 Form and a Form I -9 in the Business Office.  Two of the following forms 

of identification will be required: [1] driverôs license, [2] original social security card, [3] birth certificate.  

All international students are require d to have a US Social Security number.  

Byrnes -Quanbeck Library  
 

Kelly Kornkven  Library Director  

Kelly.Kornkven @mayvillestate.edu  701.788.481 6 

Library 120  800.437.4104 / Extension: 34814  

 

Marjorie Fugleberg  IVN Coordinator/Serials Librarian  

Marjorie.Fugleberg@mayvillestate.edu  701.788.4817  

Library B03 (Lower Level)  800.437.4104 / Extension: 34817  

 

Shannon Hofer  Librarian  

Shannon.Hofer@mayvillestate.edu  701.788.4815  

Library 120A  800.437.4104 / Extension: 34815  

 

Aubrey Madler  
Asst. Library Director/Coordinator of Technical 

Services  

Aubrey.Madler@mayvillestate.edu   701.788.481 4 

Library 120N  800.437.4104 / Extension: 34816  

 

**Circulation Desk  701.788.4819  

** First point o f contact for student questions  

 

Email:  library@mayvillestate.edu  

Website:  http://www.mayvillestate.edu/current - students/student - resources/library/   

 

As a dista nce student, you will have immediate access to the virtual library available at 

www.mayvillestate.edu/Academics/Library/Pages/default.aspx . Whenever you are prompted to logon , use 

your ConnectND username and password.   You are also able to have materials from the physical library or 

from other North Dakota libraries sent to you by following the Distance Education Interlibrary Loan (ILL) 

instructions below.  

 

REQUESTING BOOKS OR  OTHER MEDIA  

Before requesting a book from us, you may want to look in your local library to see if they possibly have 

what you are looking for, or if they can obtain it for you.  If the materials you need are not available 

mailto:Sarah.Batesel@mayvillestate.edu
mailto:Marjorie.Fugleberg@mayvillestate.edu
mailto:Shannon.Hofer@mayvillestate.edu
mailto:Aubrey.Madler@mayvillestate.edu
mailto:library@mayvillestate.edu
http://www.mayvillestate.edu/current-students/student-resources/library/
http://www.mayvillestate.edu/Academics/Library/Pages/default.aspx
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through your local library, you may submit a request to us and we will send the materials to you.  Please 

search Mayville State University Libraryôs collection before searching in any of the other ODIN libraries.  

Please keep in mind that it may take up to a week or more to receive the m aterials depending 

on where the books are coming from and where you are located.  It is a good idea to make sure 

the item you want is available before sending a request.  

 

To request an item  

1.  Go to our homepage www.mayvillestate.edu/Academics/Library/Pages/default.aspx   

2.  Click Books & More .  

3.  Click ODIN .  

4.  Click Sign - in  at the top to the right of the Mayville State University logo.  

5.  Enter your ConnectND username and password.  

6.  Click Si gn In .  

7.  Locate the item on ODIN by searching.  

8.  On the results list, click the item number for the item that you would like to request.  This will 

display the Full View of Record.   

9.  Click Interlibrary Loan Request  on the top right.  

10.  Complete the form by follow ing these steps:   

a)  In the ñFree text noteò box, write distance education student  and give your address .  

b)  In the ñUntil what date are you interested in the material?ò box, specify a date that you 

need the material by.   

c)  Then click Go .   

d)  The materials will be sent to you free of charge, but you are responsible for the return 

postage [usually between $2 - $4 depending on size and weight of book] and for any 

replacement costs if the book gets lost [including mail loss].*  

*Dual credit students may return materials to their high school library to return to us IF  approved by the 

high school librarian.   

 

REQUESTING AN ARTICLE  

There are many databases available through the ñArticle Indexes and Databasesò link on the libraryôs web 

site.  If you would like a journal article that is not available full - text through our databases, you may 

submit an interlibrary loan request for it an d we can obtain a copy for you.  There is no charge for this 

service.  Fill out an interlibrary loan request form located through the ODIN web site.  

1.  Go to our homepage: www. mayvillestate.edu/Academics/Library/Pages/default.aspx   

2.  Click Books & More .  

3.  Click ODIN .  

4.  Click on Sign - in  at the top to the right of the Mayville State University logo.  

5.  Enter your ConnectND username and password.  

6.  Click Sign In .  

7.  Click My Account  at the top.  

8.  Click on the Interlibrary Loan Request  (Blank) on the top right side.  

9.  Click on Photocopy .  

10.  Fill in the form as completely as possible, making sure you fill in the date and copyright fields.  

11.  In the note field please indicate that you are a distance student and give your address.  

12.  Click the Go  button.  
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HELP  

If you experience any difficulties, please let us know by contacting us at 1.800.437.4104, ext. 34815 or by 

emailing Shannon at shannon. hofer@mayvillestate.edu . 

 

FALL & SPRING HOURS:  

Monday -  Thursday  8:00 am ï 10:00 pm  

Friday  8:00 am ï 5:00 pm  

Sunday  6:00 pm ï 10:00 pm  

Holidays  Closed  

 
SUMMER HOURS:  

Monday -  Friday  7:30 am ï 4:30 pm  

Saturday -  Sunday  Closed  

Holidays  Closed  

 

Career Services & Internships  
 

Jay Henrickson  Director of Career Services & Internships  

Jay.Henrickson@mayvillestate.edu  701.788.4899  

Classroom Building 115  800.437.4104 / Extension: 34899  

 

Career Services & Internships is dedicated to assisting you with  

Jobs, Careers, Internships...and all things related.   Our online resources are at 

www.mayvillestate.edu/careers  

You will find the ñJob Search Tools (All Majors)ò section especially helpful! 

 

Jobs  

¶ Fulltime Jobs & Internships (nationwide and local), campus jobs, part - time jobs  

¶ Find them @ the Mayville State Jobs Network  (www.myinterfase.com/mayvillestate/student )  

¶ ALL students should register in the Jobs Network . There are normally over 500 jobs and 3,500 

employers active in the Network .   The Network  also includes a Resource Library of videos, job 

search and resume` handboo ks.  

¶ Other job sites: http://www.mayvillestate.edu/current -students/student -services/career -

services/job -search - tools -all -majors/search - jobs/  

 

Writing a Resume, Preparing for a Job Interview, Networking, Writing an Application Letter, 

Job Searching Strategies  

We offer assistanc e and resources to help you with any aspect of your job or internship search.   Contact 

us at any time by email or phone.  

 

Internships  

Internships can take place anywhere (even where you live), and we can assist you with finding an 

Internship.   An Internshi p is a ñwork experience related to your field of study.ò The primary goal of an 

internship is to make students more ñmarketableò at graduation, thereby providing students with an 

ñenhancedò degree. Learn more in the ñInternshipsò section at www.mayvillestate.edu/careers .  

 

Career Fairs  

mailto:hofer@mayvillestate.edu
mailto:Jay.Henrickson@mayvillestate.edu
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We collaborate with area universities to bring you a variety of career and internship fairs for students of 

all majors. The career fairs are held in Fargo and Grand Forks.  

 

Career Exploration  

We can assist you with deciding on a major or career. Our resources include a career planning resource 

called "MyPlan," to explore over 900 careers and use interest/values/abilities and personality testing 

tools. MyPlan is found at http://mayville.myplan.com .   For FREE use of the testing tools, email 

jay.henrickson@mayvillestate.edu  to request the license code.  

Counseling Services  
 

Kristi Le ntz  Director of Counseling & Freshmen Retention Services  

Kristi.Lentz@mayvillestate.edu   701.788.4772  

Classroom Building 115  800.437.4104 / Extension: 34772  

 

ACADEMIC COUNSELING CAN HELP YOUé 

¶ Adjust to college life and routine  

¶ Conquer test anxiety  

¶ Manage your time more effectively  

¶ Establish your priorities  

¶ Choose a major  

 

CAREER COUNSELING CA N HELP YOUé 

¶ Determine how to combine your interests with your career choice  

¶ Explore your values as related to job satisfaction  

¶ Discover your personal attributes which could develop into a career  

¶ Investigate occupations relevant to your major  

¶ Establish career goals  

 

PERSONAL COUNSELING CAN HELP YOUé 

¶ Set individual goals and determine how to reach them  

¶ Find support during times of distress  

¶ Develop greater self -awareness  

¶ Work through stress, anxiety and depression  

¶ Manage social pressure [use of alcohol, drugs, sex, etc.]  

¶ Find referrals to off - campus resources  
 
  

http://mayville.myplan.com/
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 Admissions /Student/ Veteran  Services  
 

Andrew J. Pflipsen  Vice P resident for Student Affairs  

andrew.pflipsen@mayvillestate.edu  701.788.4770  

Old Main 112C  800.437.4104 / Extension: 34770  

 

Jim Morowski  Director of Admissions  

James.Morowski@mayvillestate.edu  701.788.4619  

Old Main 107 C 800.437.4104 / Extension: 34619  

 

Debi OôBrien Office Manager  

Debra.Obrien@mayvillestate.edu  701.788.4842  

Old Main 107  800.437.4104 / Extension: 34842  

  

Paula Solheim  Transfer Admissions Coordinator  

Paula.petersen.1@mayvillestate.edu  701.788.4736  

Old Main 107 B 800.437.4104 / Extension: 34736  

 

Mindy OôConnor Admissions Coordinator/ Veterans Certifying Official  

Mindy.Oconnor@mayvillestate.edu  701.788.4635  

Old Main 10 7B 800.437.4104 / Extension: 34635  

 OFFICE IS RESPONSIBL E FOR:  

¶ Correspondence with prospective students  
¶ Arranging campus tours  

¶ Planning and imple mentation of University admissions recruitment policy  
¶ Developing and distributing University publications  
¶ Representing Mayville State University at college day programs and at individual high schools  
¶ Awarding scholarships and cultural diversity waivers  
¶ Processing applications for admission  
¶ Answering questions regarding admissions status  

¶ Disciplinary issues  
¶ Student withdrawals from the University  
¶ Referral services for personal, academic and social difficulties  
¶ Advisement of Student Senate  
¶ Veterans services point of contact  

DISABILITY SERVICES  

Students needing accommodations for documented disabilities [visual, auditory, psychiatric, ADHD, physical, or 
learning disabilities] need to contact the Director to determine what types of assistance would be most helpful.  
Services include such accommodations as extended test time, note takers, books on tape, adaptive equipment, room 
changes, lab assistance, and individual tutoring.  
 

Disability Support Services  CB109  701.788.4675  Katie.Richards.2@mayvillestate.edu   

VETERANS SERVICES  

Mindy OôConnor is Mayville Stateôs Veterans Certifying Official and point of contact for Veterans Services. You can 
reach her at Mindy.Oconnor@mayvillestate.edu  or by phone at 701.788.4635.   
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