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Getting Started with Inside Ranken  

and Your Student Email Account 
 
Inside Ranken 

Q: What is Inside Ranken? 
 

A: It is the website where all your Ranken courses are 
located. It is where you go to check the course syllabus, 
assignments, your grades, your attendance, and other 
information from your instructors and the College. You’ll also 
find important announcements and links to your student 
email account, the student handbook, and how to sign-up for 
E-Recruiting.    

 
Before getting started, be sure to have you User Name and Password ready.* 
   
 
To get started: 
 
1. Go to www.insideranken.org.  

 
2. Log in with your User Name and Password. 

 

 
 
 
*Note: Your User Name and Password are given to you by the Information Services (IS) department. If you have problems 
logging in, you may seek assistance from the Help Desk in room C10. Generally, your User Name is firstname_lastname and 
your Password is the first three (3) letters of your last name in all caps, the last four (4) digits of your social security number 
and the first three (3) letters of your birth month in lowercase. 

http://www.insideranken.org/
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Once you have logged in, you will see eight tabs across the top of the page: Home, 1Card Info, 
Academics, Bookstore, Finances, Notifications, Students Services and My Pages.   
  

 
 

3. Click on the Home tab: . 
 
In the center column called Public Page, you’ll find important announcements from the College. 
In the right-hand column, you will find links to the Student Handbook, E-Recruiting, and Ranken 
Student Email. 
 

4. Click on the 1Card Info tab: . 
 
This tab is where you’ll find information regarding your Ranken 1Card, which is also your ID 
card. Your pin number and a link are there to use in case you wish to put money on your 
Ranken 1Card to use in the dining hall. 
 

5. Click on the Academics tab: . 
 
This tab is the one you will likely access the most on Inside Ranken. Under “All My Courses,” 
you’ll find a list of your courses (with links to each one) and your current grade in those 
courses. You’ll also find your “Attendance Summary,” your “Student Schedule,” and your 
“Unofficial Transcript.”  
 

 

In this space, your courses 

and current grades will be 

listed. 
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6. Click on one of your courses to view that course in detail. Below is an example of a Principles 
of Sociology course: 
 

 
  

 
In the left-hand column, there are links to pages within that particular course, such as 
Attendance, Collaboration, Course Information, Coursework, Gradebook, Main Page and 
Syllabus.   
 

7. Click on each of the below links to become more familiar with the information found on each 
page.  
 

The Attendance page will show your current attendance records in that particular course. 
 
The Coursework page will list all the assignments you will have for this particular course. 
The due dates should be listed as well.  
 
The Gradebook page will show the grades you earn. Click on “View All Assignments” to see 
all of your graded assignments.  
 
The Main Page will show any Handouts or Bookmarks (websites) that will be used in the 
course.  
 
The Syllabus page will have a copy of the syllabus for the course. The syllabus can also be 
found under Handouts on the Main Page in the right-hand column. The course syllabus 
includes many important details about that particular course. You will also find a course 
schedule in your syllabus. 
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8. Click on the Bookstore tab: .  
 
This tab is where you will go to access the online Bookstore, which is the only place you will be 
able to purchase your textbooks. Simply scroll to the bottom of the page, and click on the 
image for MBS Direct. Follow the instructions from there, and be sure that you have your 
voucher number if you have Financial Aid that will pay for all or part of your book order. Note: 
The typical configuration for Bookstore voucher numbers is your student ID number followed 
by the semester code (i.e., FA14 for fall 2014). 
 

9. Click on the Finance tab: . 
 
This tab is where you can set up your online payments for your tuition and/or fees.  

 

10. Click on the Notifications tab: . 
 
This tab is where you will sign up to receive notifications from Ranken regarding campus 
emergencies, campus weather notifications, and high-priority campus news. Follow the 
information on this page to get signed up to receive notifications via your cell phone and/or 
personal email.  
 

11. Click on the Student Services tab: . 
 
On this page, you will find more information about Career Services, the Student Success 
Center and Student Support Services.     

 
 

 

 

Now, click back on the Home tab  and look at your Ranken Student Email. 

Q: I already have an email 
account. Why should I use a 
Ranken student email 
account? 

A: It is important that you use this account when contacting 
instructors. It uses the Ranken email system and shows your 
full name in the “From” line. This system helps instructors 
identify the email as one from you and not junk email like one 
from coolguy97@hotmail.com. Also, frequently, important 
emails will be sent to you from various departments around 
the College that may provide urgent information about your 
Ranken account and/or enrollment. You should check your 
Ranken email account often.    
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To get started: 
 

1. From the Home page on Inside Ranken, click on the Ranken Student Email link located in 
the right-hand column.  
 

 
 
 

2. You will see the below page  as a pop-up (please make sure your pop-up blocker is off): 
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3. Log in with your User name and Password. 
 

4. To send an email, click on “New.”  
 

 
 
 

5. Type in the email address of the person to whom you want to send an email in the “To…” 
line.  
 

o Note: If you don’t know the email address of the intended recipient and the email is 
going to someone at Ranken, click on the “To…” button to search for the person’s 
last name. Type in the last name, and hit Enter. Once you find the person, double 
click on the person’s name and then click “OK.” 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



7 
 

6. To attach a document to the email, click on the “Attach File” button (the paperclip) at the 
top. It will have you “browse” for the file you want to attach.   
 

 
 

7. Select the file you want, and click on “Open.”   
 

8. In the “Subject:” line, type in a heading that describes what the email will discuss and/or 
reference. 
 

9. Write your email message in the large white box. 
 

10. Click on the “Send” button.  


