Hollins Information System

The webbased Hollins Information System provides information of interest to employees
including pay information, benefits and tax information. There are links to see benefits and
deductions and W4 and W2 information. To actksssystem, open Internet Explorer and set the
address tdittps://selfserv8.hollins.edu/
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Information System

Enter Secure Area

Liagin here to view your personal information.
Undergraduate Course Catalog

Wiew course information, including course description.
Graduate Course Catalog

Wiew course inforrmation, including course description.
Schedule of Classes

Internet Explorer

Internet Explorer wersion 6.0 is recormmended. (Version 5.1 for MACS)
Adobe Acrobat Reader

Dovnload Adobe Acrobat Reader

|Ej Done ’_'qgli Internet
Main Menu

Main Information System Menu

The main menu of the Information System has links to a secure areacblkedslss, the
course catalog, and links to download some helpful software.


https://selfserv8.hollins.edu/

Exiting the System

For complete security and to prevent unwanted access to confidential information,
you should always exit the secure area of the information system and clogrir

browser.
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Information System

Thank you for using the Hollins Information System

[fyou are finished, please close your browser to protect your privacy.

Return to Homepage
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|@ Done

Closing the browser is essential for complete security.



Class Schedules

The main menu includes a link to the view class schedules.

3 Schedule of Classes - Microsoft Internet Explorer

=10} x|
File Edit Wiews Favorites Tools Help ﬁ

S Back + = - @ ﬁ' | @Search [F] Favorites @Media @ | %* 5 r J% P

Address Iﬁj htkp: /P 1 holling . edufReqistrarfschedule_of _classes. htm j @GD Lirks @Custnmize Links **

e

Schedule of Classes:

Fall Term, Z003: Spring Term, 2004:

Schedule Schedule

[PDF Filel [EXCEL File with filkers) [PDF Filel [EXCEL File with filters]
Corrections to the Schedule Corrections to the Scheduls |-

*Closed Courses®
- Clozed Courses

Mew Course Descriptions

Mew Course Descriptions

Course Conflick Matrix

Course Conflict Matrix

Final E Schedul
inal Bxam sehedule Final Exam Schedule
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Main menu Class Schedule




Course Catalog
The course catalog link provides access to informatimutany course.
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Main Menui Course Catalog

Internet Explorer

The Internet Explorer link connects to a web site from which you may download a copy of
Internet Explorer. Versions 4.0 and higher will work on PCs. Version 6.0 is the
recommended PC veos. Internet Explorer version 5.1 or higher is the recommended for
the Mac.

Adobe Acrobat Reader

The Adobe Acrobat Reader link connects to a web site from which you may download a
copy of Acrobat Reader.



The Secure Area of the Information System

When you select the link Enter Secure Area, you gain access to information based on your
role at Hollins. This information is different for employees, faculty, alumnae/i and
students. Employees will not see the Student Services link unless they areycurrent!
enrolled as a student also. Students will not see the Employee link.

Your User ID is youHollins University ID. Your initial PIN is your birth date in-@igit

format: mmddyy
Example: Enter 020763 for February 7, 1963

Your PIN acts as a passwordgain access to the system.
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Information System

FPlease enter your User [dentification Mumber (107 and your Personal [dentification Mumber (FIN). When finished,
select Login.

Ifyou are logging in for the first time, or after having your PIN reset, you will be required to change your PIN.

To protect your privacy, please Exit and close your browser when you are finished.

User ID: |
PIN: |
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Main Menui Enter Secure Area




Initial Login to the web-based Hollins Information System

The first time you login to the secure area, you will be asked to change your PIN.

To do so, reenter your current PIN (your birthejand then select a newd&it PIN.

You may only use digité no letters or other characters. If you cannot complete the initial
login with yourHollins University IDand birth date, please Human Resources at (x6660).
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HELF | EXIT

Login Verification Change PIN

@Your PIN has expired. Please change it now.

Re-enter Old PIN:
New PIN:
Re-enter new PIN:

Lastweb access on May 29, 2003 02:01 pm

P
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Main Menui Enter Secure Area Login



You will also be asked to select a security question and answer. Select a question with an
answer that only you will know for maximum security. In the future, if you forget your

PIN and cannot login, you can use the security question and aiosgagn access to a
screen where you can reset your PIN. See the section called Forgotten PIN Number.
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Login Verification Security Question and Answer
Cj) I you forget yvour PIN, you can reset it vourself without calling for assistance.
Enter your personal Securty Question, along with the Answer. This will enable you to resetyour PIN and gain access o your information. To help you to
remermber your answer, limit it to 30 characters, limit spaces, and do not use special characters.
Enter Question: |
Answer: |
Subrnit |
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Once you reset your PIN, you will see the Terms of Usage screen. Read the terms of
usage on this page. Itm@ins important information about the confidentiality of the
information contained in the system and the importance of keeping your PIN secure. If
you agree to the terms of usage, click Continue. If not, you must exit the system.
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HELP | EXIT
Terms of Usage
&R This srea containg secure information. Unless otherwise noted, any information you enter or change will become effective immediately. You are responsible for
any changes made using your ID. Please do not share your ID or PIN with others.
All university employees including work study students are reminded that the Family Educational Rights and Privacy Act of 1974, as amended (FERPA)
prohibits the release of any information about a student (except information classified as directory information) to any person outside the University personnel
without a legitimate educational reason to know. Click on this link for further information FERPA.
Ifyou agree to these terms of usage, Continue. Ifvou do not, please Exit
| Ext
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Login Problems 1 after the Initial Login

If you enter your login information incorrectly (either incorrect user id or incorrect PIN),
you see the following screen. Try again to
work, seelte instructions below under Forgotten PIN number.

Main Menui Enter Secure Area Incorrect Login

Forgotten PIN Number

If you forget your PIN number, you can enter your User ID and then click on the Forgot
PIN? button. The Security Answer screen afdpear. You will see the security question
that you selected. You may answer the security question and select the Submit Answer
button. This brings up a screen where you may reset your PIN.

Enter a new PIN. Reenter the new PIN. Click on Reset PIN.



