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Activating New E-mail Accounts 
 
E-mail activation should be done as soon as possible after an NU ID number has been issued. 
Problems, contact: Jim Hines (402) 472-6708 
   Gregg Hutchison (402) 472-5436 
   Tri Tran (402-) 472-8289 
   Karen Jensen (402) 472-7569 (SNR Employees Only) 
 
1. Go to https://id.unl.edu/claim to claim the employees account. 

NOTE: If taken to My.UNL ID management service page click on “id.unl.edu/claim.” 
 

 
2. Read the Policies, select the “Certify” checkbox, and click “Continue.” 

 

 

https://id.unl.edu/claim
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3. Fill in the required fields and click “Continue.”  Make sure to use your full legal name when 
you started at UNL. 

 

 
4. Go to http://is.unl.edu/emailhome/activation#tab3 and click the “Activate” button. 

 

 

http://is.unl.edu/emailhome/activation#tab3
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5. Click on “create Office365 account.”  Use the automatically generated username (i.e. 
kjensen99) to create the e-mail address.  That is the one we will use for our records. 

 

 
6. Wait for the completion of the activation of the account.  This may take several minutes. 
 
7. SNR EMPLOYEES: When your account is created, e-mail the SNR Hires and Separations 

Coordinator, Karen Jensen (kjensen4@unl.edu) with the new e-mail address. 
 
NOTE: If you are logging into your mobile device or using webmail at a computer away from 
UNL, your username will include @unl.edu (i.e. kjensen99@unl.edu). 
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