Account Claim Instructions and
Login Instructions for New Hires

e Most recent update: 10/14/2025
e Who this guide is for: New Employees

This guide will walk you through the necessary steps in order to claim your MyPCC account,
set up your single sign-on login credentials, and login to PCC’s systems including MyPCC and
Workday. Setting up your account will allow you to login to any PCC workstation, MyPCC,
Workday, and other PCC systems.

In this guide:

Claim Your MyPCC Account / Create Your Single Sign-On Credentials
Login to a PCC-Issued Machine
Login to MyPCC

Login to Your PCC Email
Login to Workday

Claim Your MyPCC Account / Create Your Single Sign-On Credentials

1. Visit https://www.pcc.edu/setup.

2. Enter your MyPCC Username and press Next
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https://www.pcc.edu/setup

Don’t know what your MyPCC Username is? Call PCC’s IT Service Desk at
971-722-4400 to retrieve it.
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Set up my account

Step 1 of 3- Request an account sefup code

MyPCC username

—

Next

Get help accessing_ your account

3. Next, you will either see

a. A Recover my account message:
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Recover my account

Step 2 of 4: Choose recovery method

Choose one of these options to access your account:
O Send a code to my alternate email address (...@gmail.com)

Next

Get help accessing your account Cancel

b. or a message that says, You cannot recover your account using this address.
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m You will see this message if PCC has no record of your personal email
address. If you see this message, give IT Service Desk a call at
971-722-4400 and provide your personal email address (also called a
Recovery email address or Alternate email address).

m  Once Service Desk IT has entered your personal email address into
PCC'’s system, return to Step 1

4. Select the Send a code to my alternate email address radio button and press Next

5. An automated email containing an account recovery code will be sent to your Personal
email address. Locate the recovery code

6. In the email, click the link and enter the recovery code in Step 3, Account Recovery

Code, and press Next
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Recover my account

Step 3 of 4: Enter recovery code

We sent an account recovery code to your email. Check your email to continue recovering your account. If you
don't receive the email, please check your spam or junk folder. If you need further assistance, please contact the
PCC IT Service Desk at 971-722-4400.

Account recovery code

Next

Get help accessing your account Cancel

7. Create your new Password in Step 4. Be sure to follow the required password cr
8.
9. iteria when creating your new password. Your password must have:

a. 10 or more characters

b. Lowercase letters (a-z)

c. Uppercase letters (A-2)

d. Numbers or Special Characters (5, !, %, @, etc.)

e. Do not use any part of your MyPCC username

10. Then confirm your new password by reentering it in the Confirm new password field
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Recover my account
Step 4 of 4: Set new password
New password
Your password must have:

e 10 or more characters

« [Lowercase letters (a-z)

e Uppercase letters (A-Z)

» Numbers or special characters (5, |, %, @, etc.)

* Do not use any part of your MyPCC username

Confirm new password

=

Get help accessing_your account Cancel

Must match new password

11. Press Submit

12. You should receive a Success message and a link to sign into MyPCC using your newly
setup single sign-on credentials
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Recover my account

Success! You can now use MyPCC and other PCC senvices. Sign in to MyPCC »
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After you set up your MyPCC account, your login to PCC workstations may take a few hours up
to overnight to be ready. You will log in using the same username and password you created.

Login to a PCC-Issued Machine

To login to a PCC-issued machine, you will need to have claimed your account and set up your
single sign-on login credentials.

1. On any PCC-issued machine, in the left-hand corner, select the Other User profile

2. Enter your MyPCC Username in the Username field, and your Password in the
Password field

Login to MyPCC

To login to MyPCC, you will need to have claimed your account and set up your single sign-on
login credentials.

1. Visit my.pcc.edu

2. Use your single sign-on credentials to login. You may need to use your entire PCC
email address as your MyPCC Username

e ———
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Sign in to your PCC account

firstlast@pcc.edu password

Need help?

Login to Your PCC Email

To login to your PCC email, you will need to have claimed your account and set up your single
sign-on login credentials.

1. Visit my.pcc.edu
2. Login to MyPCC. You may need to use your entire PCC email address as your MyPCC
Username
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http://my.pcc.edu
http://my.pcc.edu
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Sign in to your PCC account

et lesepesedy password

Need help?

3. Once logged in, navigate to the icons in the top right-hand corner. Pressing the

envelope icon will open your PCC Gmail account.

@ Pcc MyPCC Welcome Emily

Home My Courses Paying for College Student Guide Virtual Help Faculty Employee
Alternatively,
1. Visit any Google app to access the Google app menu (the square of blocks in the top
right-hand corner)
Gmall  Images 1 ‘
Q. search Google or type a URL & &  taiMode
@ w w © © & © [} +
wd12Zmywor... https:/fwd12.... Home Inside PCC Banner at PCC Directory Home SAML Authen. PCC Service - Add shortcut

2. Click on the Google app menu

3. Select Gmail
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Gmail Images E i
Your favorites ‘ &

@ M &

Account Gmail Drive
Docs Sheets Slides

e B @ B
Calendar Meet Sites

en

For additional information, resources, etc on Google apps, visit IT Service Desk’s
Google at PCC website.

Login to Workday

To login to Workday, you will need to have claimed your account and set up your single sign-on

login credentials.

1. Visit Inside PCC at Intranet.pcc.edu
2. Select Workday login under Top Tools
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https://spaces.pcc.edu/spaces/tss/pages/94208110/Google+at+PCC
http://intranet.pcc.edu

Portl
@ cga:&:i‘y B www.pccedu # intranetpccedu B spaces.pccedu & my.pccedu & staff directory
College
Inside PCC Search n
@ Most viewed #% Top tools
> Forms > Training and development > Banner login { Workday login > Calendars
> Payroll > Financial Services > Report viewer > Room scheduling
> Purchasing > College Policy > Guest and affiliate privileges > PCC reporting
Equity & Inclusion One College College Announcements Staff & Faculty Corner
| T T Y B

Alternatively,

1. Login to MyPCC at my.pcc.edu
2. Navigate to the Employee tab

@ Pcc MyPCC Welcome Emily

My Courses Paying for College Student Guide virtual Help Faculty Employee

3. Scroll down to Employee Tools on the lefthand side

4. Press Workday login

Employee tools

Workday, Banner and related tools

Workday login (for employee work)

Banner login (for student work)
Banner Report Viewer

PCC Reporting

Chrome River

Slate CRM

MNavigate360 staff

GRAD Plan

MNextGen Dynamic Forms
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http://my.pcc.edu

Have Questions?

For additional support, contact IT Service Desk at 971-722-4400 or send an email to
servicedesk@pcc.edu.

Additional Resources

e Complete New Hire Onboarding

e |nitiate, Manage. and Track Onboarding
e Basic Workday Navigation

e Manage My Profile

e My Tasks and Notifications

e |nstall Workday Mobile to Your iOS or Android Device
e Google at PCC
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https://drive.google.com/file/d/1dDvxunQtOZN5NprPWe_7rijOh7CGp3rL/view?usp=sharing
https://drive.google.com/file/d/1fuRGNwgXDl43BA161-pSjg1KInqYeNid/view?usp=sharing
https://drive.google.com/file/d/1Xs0-N2y1B3iS8K-Sdwg_vTIdJiNvT30R/view?usp=sharing
https://drive.google.com/file/d/1ldG7d5b5HRRfhj4E5uR__SnfgqgndRV1/view?usp=sharing
https://drive.google.com/file/d/1ms9d0uDFg0euqZ8OXhLdyi_8ggt72ZAi/view?usp=sharing
https://drive.google.com/file/d/15bF_yntrzogG4si4--kA9MHHJ91Zrg_6/view?usp=sharing
https://spaces.pcc.edu/spaces/tss/pages/94208110/Google+at+PCC
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