


STUDENT WEB PORTAL: LOGIN INSTRUCTIONS

See the Registrar’s Office to update your email in our records before following these steps.

1. Open “Internet
Explorer”

Double click the "Internet
Explorer” icon an your desktop

2. Type “http://myportal.citycollege.edu”
in the address bar and hit the “Enter” key.
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3. Click on “Student Portal
Homepage”

4. Click on “Create a New
Account”

If you have already created
an account type your
“Username” and
“Password” then clicks
“Login”
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Click on “Create a New Account”

Create apgilew Account

Forgot

assword?
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5. Enter all the required
information.

You can choose to enter your
Social Security Number (SSN)
or Student Identification (ID)
which you can find in your
schedule sheet). But you must
enter your name as it appears
on all official documents (no
nicknames).

Also answer Security
Question(s) that will be used in
case you forget your

O Social Security #

(® student 1D

First Name* John
Last Name#* Smith
Secuity Question: Miami

Place of Birth?*

fuem I

password. Please remember your answer(s).

6. Once you have entered all required information, click the “Next” button.

7. If the system finds your school
records, it will display the email
address on file for you.

In case this email is invalid,
missing or not being used
anymore STOP the registration
process and contact the
Registrar’s Office in person as
soon as possible to update your
email. Then you can come back
and start from step 4. For
security reasons, you cannot
change this on your own.

8. If the email is correct, click on
the “Yes” button.
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We found an email address on file for you: johnsmith@gmail.com
this address still valid?
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9. The system will generate your
Username and ask you to
create a Password to access

* Login Information

@,

the Student Portal. You must
Your student record was suc

enter the password twice for

"Usemame"
and password.

Automatically generated

confirmation purposes.
You username is:* jsmith
Please write down your

Password* i
username and password and

keep it in a safe place. Confirm Password*  ***++s*s*

10. Click on the “Submit” button.

Create a “FPassword” to
access the Web Portal

11. The system will then send an Sre i et e e =HR]s =] - __
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authentication message to the
same email address found in
”Step 7”

This is why is very important to
first update your email in our
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school records. If you need to = ] My
Authentication Email Sent

do this see the Registrar’s
office.

An email has been sent to johnsmith@gmail.com. Please follow
provided in the email so we can verify your account.
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12. Check your email “Inbox” and
“Spam” folder for a message
from noreply@citycollege.edu.

| ©open email from noreply@citycollege.edu

noreply “" City College Student Web Porta

ii_}

13. Click on the first link in the
body of the email to
authenticate your account.

This will pop-up a new Internet | sl s semne i Click link to authenticate account
Explorer browser (make sure - ja ncea :
that you allow pop-ups from P .

this site). Flease click on the link below to authenticate your account:
https://myportal citycollege egu/l ogin/Createl ogin aspx?AuthCod
52dafchcfala
If for some reason you receive an error message, please email us
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14. After clicking on the

‘cking on T T
authentication link your b i B

account will be created.

15. Click on the “OK” button.
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16. Once you do this you will be B g Wit ket Enplid
able to login to the Student » e
Web Portal with the
Username and Password
from step 9.

Enter your usamame
and password

Please Login

dsername® jsmith

& o ek ok ok ok

To submit support tickets please go to citycollege.edu/myportal/support
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