My MCC Portal — Create a new MCC E-mail / Portal Account

If you have never created an MCC e-mail / portal account or no longer have an e-mail / portal
account, follow the below steps to create one.

» Open an internet browser and go to the MCC Homepage located at:
http://www.mc.maricopa.edu

» Under the MyMCC Portal information at the left of the page, click on the link that says:
Create an Account.

» Enter your personal information —
0 Enter your ID number (usually your Social Security Number)
0 Select the Month, Day, Year of your birth

1. Enter vour personal information

Enter your ID Mumber: [445778558
{usually your ssn)

select Your Date Of Buth

oz = o7 = [1981 =]

» Enter a username —
0 Choose a username between 4 — 8 characters long, you can use the letters a-z
and the number 0-9

2. Enter a Username: |

» Enter a password
0 Choose a password between 6-8 characters long, you can use the letters a-z, A-
Z, and the numbers 0-9
0 Confirm the password by typing it in a second time

3. Choose A Password

Enter IMew Password: |

Confirm Pazsword: |

» Click on Submit. If you receive a success message, your account will be created.
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My MCC Portal — Access your existing MCC E-mail / Portal Account
OR Reset your password

If you already have an MCC e-mail / portal account, follow the below steps to login to the
portal or follow the below steps to reset your password if you do not remember what your
password is. If you have forgotten what your username is, contact the MCC helpdesk.

Login to the MCC Portal

>

>

Open an internet browser and go to the MCC Homepage located at:
http://www.mc.maricopa.edu

Under the MyMCC Portal at the left of the page, type in your username and password,
click on Submit

MyMCC Portal

Username:

W

Password:

Submit

A

Reset your forgotten MCC E-mail / Portal Account password

>

Open an internet browser and go to the MCC Homepage located at:
http://www.mc.maricopa.edu

Under the MyMCC Portal information at the left of the page, click on the link that says:
Forgot Your Password.

Enter your personal information —
0 Enter your ID number (usually your Social Security Number)
0 Select the Month, Day, Year of your birth

Enter a new password
0 Choose a password between 6-8 characters long, you can use the letters a-z, A-
Z, and the numbers 0-9
0 Confirm the password by typing it in a second time

Click on Submit. If you receive a success message, your password will be reset.
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MyMCC Portal — Send and Receive e-mail Messages

Forward your MCC e-mail to another e-mail address

If you have another e-mail address that you use regularly and do not want to login to the
MyMCC Portal to check your e-mail, you can forward your MCC e-mail to another account.
WARNING: If your second e-mail box becomes full, you will not receive your MCC e-mails.

» Login to the MyMCC Portal

» Select the MyTools tab at the top

» Click on the link labeled E-mail Forwarding Tool

» Type in your e-mail address, click on the link labeled Click Here to Add

Enter Email Address To Forward To: I
Click Here To add

Access MCC E-mail box

Login to the MyMCC Portal (http://www.mc.maricopa.edu)

Select the MyMail tab at the top

Click on the link labeled MyMail

Login a second time using the same MCC username and password
Click on Login

YVVVVY

Llsername |

Fassword |

Login | [T Mew wWindow

If you have logged in successfully, you will always begin in the Inbox. This is where new
messages will be located.

|Inhux| | |
& _tf-j C% |h-1-:we messages to fu:ulder:;l @
iGet Mail Compose Search Delate
™ A Date -~ From # Size Subject
r 0O 427 pm  Melanie Kroening 4k Test Message 2
r 0O 427 prm  Melanie Kroening 4k Test Message

View/Read an e-mail message
» View a message from your Inbox by clicking on the blue linked Subject of the message

MCC Technology Support Services 3 MCC Homepage:
(480) 461-7217 http://www.mc.maricopa.edu




Example E-mail Message:

| | Message | _Help_
E— oy o
Ve _{9 @ é} IMD\-‘E message to folder: = | @ & v
Compose Reply Reply All Farward Delete Mext
From "Melanie Kroening" b

<melanie.kroening@mcmail.maricopa. edu
Date Monday, June 14, 2004 4:27 pm

Ta "Melanie Kroening" <mkroening@mail.mc.maricopa. eduz=

Subject Test Message 2

Here is another message,

> Reply to the message author by clicking on Reply (reply to all by selecting Reply All)
» Forward the message to someone new by clicking on Forward
» Delete the message by clicking on Delete
» Go back to your Inbox by clicking on the Inbox link
Compose a new e-mail message
» Click on Compose
» Click on To, type the e-mail address into the popup box

Script Prampt:

Send this meszage to; |

Cancel

Imkrnening@mail.mc.maricu:upa.edd

» Type in the Subject for your e-mail, Type in the e-mail message
» Add file attachments by clicking on the Attach button
» Click on the Send button to send the message

; Compose Message : Messenger Express - Micros ;|g|5|
=0 ¢ B @
Send Address Attach Saue Draft Help Cancel
Add Recipient | as [N = | |
Subject |
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