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Who Should Use this User Guide? 

This guide is meant for all users of MyCC.  All users of MyCC will have access to the functions 

(Calendars, Announcements, Forums, Personal Information, etc.) listed. Some of the options of a function 

(assign a task, create a new announcement, etc.) that are described need specific permission to use, and 

therefore are not available to all users. 

 

What is MyCC? 

MyCC Portal is Jenzabar’s Internet Campus Solution (JICS). JICS is a single log-on entry point providing 

an intelligent, integrated, and Internet-based solution for Cambridge College. The College portal will be 

branded as “MyCC” and will feature information that is public, as well as information that is specific to 

each individual’s role within the portal. For example, information seen by faculty regarding a conference 

will not necessarily be seen by students. 

 

MyCC’s Portal has been designed to serve as a virtual point-of-contact for the Cambridge College 

campus. Users will be able to view campus announcements, a public calendar of events, forums, and etc. 

In this capacity, the MyCC Portal will serve as an essential tool for prospects, students, faculty, and 

administrators.  

 

MyCC’s Learning Management System feature offers powerful and easy-to-use course management 

tools for supplementing courses and streamlining the learning experience of your students. The LMS 

offers faculty and students secure, password-protected, 24/7, single-login access, accessible anywhere 

with an internet connection, and includes the following features:   

 

• Online course management 

• Calendar  

• Easy customization of style and content for course pages   

• Easy upload/download of electronic documents including syllabi, text handouts, PDFs, audio and 

video file formats, and images   

• Discussion forums   

• Chat rooms    

• Grade book   
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• Coursemates (see your classmates) 

• Task Manager 

• Syllabus 

• Course Information 

• Attendance 

• Gradebook 

• And many more… 

 

MyCC delivers the connectivity through the Web that is critical today, bringing you complete integration 

with your administrative system's database. Depending on who you are, role-based portlets deliver only 

relevant database content. For example, only users with a Financial Aid role will have access to financial 

aid information. Currently, only three roles exist—Faculty, Student, public, and Administrator; more roles 

are in development and anticipated in the future.  

 

Understanding MycC Site Navigation 

The MyCC Portal navigation includes:  Tab navigation, the Sidebar navigation area, Breadcrumb 
navigation, Portlet navigation, and Page Footer navigation. (See figure 1.1) 
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Figure 1.1 
 

 
 

1 Main Banner 

2 Login – Personal info – Logout bar 

3 Tabs 

4 Breadcrumbs 

5 Portlet links 

6 Portlets 

7 Quicklinks 
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1. The Main Banner – The entire top portion of the main MyCC portal will display Cambridge 

College’s logo. By default, the logo links back to the main portal home page.  

 

2. The Logon, Personal Info, Logout bar –  This bar provides these basic features: 

a. Allows you to logon MyCC Portal 

b. Access your personal information 

c. Logout MyCC Portal 

 

3. The Tabs Navigation - The most basic information structure of the site uses tab navigation. The 

tab is a visual metaphor for a top-level context or section of the portal. Each tab section has a 

“main page,” and may also have any number of additional pages and /or sub-contexts within it. 

Clicking on a tab leads to the default page of that tab section if you have access to it.  

 

4. The Breadcrumbs - The MyCC Portal navigation uses a location breadcrumb trail. This is a 

textual representation of the user’s location within the site’s structure, e.g. Home > Admissions > 

Apply for Admission.  This representation of information allows user to link to locations in the 

Portal along a continuum of sequential order. The Breadcrumbs are located in a bar directly 

beneath the tabs, and above the page title. 

Tips: All the “breadcrumbs” in the path are links. 

 

5. The Portlet Links – These are shortcut to the portlets of the current page you are viewing. 

 

6. The Portlets - Before logging into MyCC, you should be familiar with the definition of a 

“portlet.” Each category of information is contained in a window called a portlet, and the MyCC 

portal is comprised of many portlets. Portlets are much like windows seen on a Microsoft 

Windows based personal computer. Like windows on a PC, portlet windows can be minimized 

and maximized.  

 

For example, the Homepage page (see figure) contains several “portlets” indicated by the light 

blue title bars on the page (i.e., Welcome to MyCC, Events at Cambridge College, Campus 

Announcement, etc.). Portlets can be customized (repositioned or removed) based on each user’s 
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needs and preferences.  

 

7. The Quicklinks - The quick-links section of the sidebar is for navigation on a global level and 

contains shortcuts to some of the more personalized content areas of the portal. This section of the 

sidebar will be visible and consistent (i.e. the same) on all pages of the portal. The Quick Links 

section is broken down into 2 sub-sections, separated by a line or a horizontal rule.  

 

• Personal Links - The first section in Quick Links contains links to My Courses, My 

Pages, and My Groups. These links are contained within expanding/ collapsible menus, 

which are opened & closed by clicking on the menu name or clicking the toggling “+/-

“ icon. The My Courses menu contains links to the user’s current courses (which are 

pages in the course section). The My Pages menu contains links to, all of the user’s 

custom defined “Home Pages” including the main user customized home page. All 

these pages are located in the My Pages section. The My Groups menu links to any 

campus groups in which the user is a member. These Campus Groups pages exist 

within the Campus Life tab. If a user is not enrolled in any courses, has no personal 

pages, and/or is not a member of any campus groups, then these menus will not appear 

in the sidebar. 

 

• Cambridge College Defined Links - The second navigation area within Quick Links 

is a list of links which may be defined by Cambridge College level administrator in the 

Site Admin area. As the Quick Links section of the sidebar is visible on all pages in the 

portal, these should be general links that the university wants to “push.”  

 

For example, Cambridge College may wish to have the following links displayed in 

this area:  

a. A link to the Cambridge College’s public website 

b. A Helpdesk Support Link 

c. A Contact Us link and etc,. 
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Tip: Jenzabar uses standard buttons for navigation purposes. You will see these located 

throughout MyCC’s Portal. 

 

 You will only see the Wrench button for portlets that you have edit rights to. Use this 

button to make changes. This is how you build or customize a given portlet. 

 Clicking on the Help button for a portlet will display helpful information about how to use 

the portlet. It is customized for that specific portlet. 

 The Pencil icon acts as a quick edit link.  Select this icon when you want to make changes 

to an entry.   

 The Trash can is a quick delete button. 

 When you see this icon, it is a quick button for adding material.  You may, for example, 

see this button on the Forums portlet.  Clicking this button will allow you to add another 

forum on the portlet. 

 

Logging onto MyCC 

Note: Your User Name and Password should have been previously created and given to you. If you do 

not yet have a user name and password or have forgotten them, please contact the phone numbers below 

or open a request ticket at http://helpdesk.cambridgecollege.edu. 
 

• Students and Alumni can get their login credentials by calling the Cambridge College Registrar’s 

Office at (800) 877-4723, ext. 1101.  

• Faculty members can get their login information by calling the Faculty Data and Contracts 

Administrator at (800) 877-4723, ext. 1125.  

 

Tip:  Users are strongly encouraged to change their password when they first login to the portal. It is 

also recommended that you change your password once every few months for security purposes. 

(Please see How to change password guide) 

 

1. Open a web browser (We recommend using Internet Explorer or FireFox browsers) 
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2. In the address bar of the web browser enter the URL of MyCC site: 

https://mycc.cambridgecollege.edu (Alternatively, you can access MyCC by click on the MyCC 

Web Portal link on the main website) 

3. Enter your User Name & Password and click the Login button (See figure 1.2) 

 

Figure 1.2 

 
 

4. After logging on, you will see “something like this” (See figure 1.3) 

 

Note: We say that your view will look “something like this” because the actual screen view will 

change constantly, as announcements are added and the Calendar items change.  Also, the system 

administrator may change the components of the screen from time to time. 

 

Figure 1.3 

 



  Cambridge College – Information Technology Department – [ 10 ]

Logging out MyCC 

For security reasons, we recommend all users (student/faculty/staff/admin) to logout MyCC after using 

the Portal. 

 

Follow these steps to logout MyCC: 

1. While you are on MyCC Portal 

2. Click the “Logout” link right next to the Personal Info link above the Tab Navigation (See figure 

1.4) 

3. You will be redirected back to logon page 

 

Figure 1.4 

 
 

 

My Personal Homepage 

After you log into the MyCC Portal, you are automatically taken to your personal home page. (See figure 

1.5) 

 

The Personal Homepage contains several “portlets” indicated by the light blue title bars on the page (For 

example, Announcements, My Calendar, My Groups, Campus Resources, etc.). Most Portlets can be 

customized (repositioned or removed) based on each user’s needs and preferences. (See figure 1.5) 
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    Figure 1.5 

 
 

 

 

 

 

Changing your Password 
The first thing that you will want to do after your first login MyCC is to change your password.  You can 

do this by clicking the Personal Info link right next to your name. Select the Password tab and enter in 

your new password.  This Personal Info tab is also where you will be able to upload a photo and 

customize your personal information such as office hours (for faculty only), but we will get to that later. 

 

1. After logging on MyCC 

2. Click on the Personal Info link (See figure 1.6) 

 

 

 

Calendar Portlet 
Announcements 
Portlet 

My Groups 
Portlet 
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Figure 1.6 

 
 

3. Click the Password Tab 

4. Enter your old password and then the new one 

5. Click the Save button when done (See figure 1.7) 

 

Figure 1.7 

 
 

 
Setting Up a Personalized Hint Question  
 
Password Hint: When you forget your password, a new one is generated for you (and sent to your email 
address) and the old one will no longer work. If you want to ensure that only you can have a new 
password sent to your email address, enter a hint question and answer. A new password will not be 
generated without your answer being supplied first. 
 

The Personal Info 
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All users must enter a hint question and answer as a part of the account set up procedure. Please be aware 
that if you have not defined a hint question and answer for yourself, you will not be able to retrieve your 
password by using the “forgot password function”, and will instead need to contact the Technical 
Helpdesk (http://helpdesk.cambridgecollege.edu) and ask to have your password reset.  
 
 
Please follow these steps to setup a Hint password: 

 

1. Logon MyCC Portal 

2. Click on the Personal Info link (See figure 1.8) 

 

Figure 1.8 

 
 

3. Click on the Password tab (See Figure 1.9) 

 

Figure 1. 9 

 
4. Click the Password Hint link (See figure 1.9) 

5. Enter a Hint question and an answer (See figure 2.0) 

6. Click the Save button when done 

The Personal Info 
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Figure 2.0 
 

 
 

 

Updating Your Personal Information 
 
The Personal Info (found to the right of your login) allows you to update the personal information that 

you make available within MyCC Portal.  The categories of information within Personal Info are set by 

Jenzabar and cannot be customized, although you can elect not to enter info into this portlet.  Click on 

Personal Info to edit any of the fields. (See figure 2.1) 

 

 

Figure 2.1 

 
 

Note: Once you click on Personal Info the following menu should appear. You options will vary 

depending on the role of account that you have. i.e. faculty, staff, student, or administrator. (See figure 

2.2) 

 

 

 

The Personal Info 
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Figure 2.2 

 
 

Photo: 

You may add a photo of yourself.  Simply click the Photo tab at the top of the screen and you will get a 

browse files prompt. Please not that there are size limits to the photo file and the format must be GIF or 

JPG.  Once you have found your photo click save and the photo will be uploaded. 

Note: Please upload picture at 133x133 pixels and in GIF or JPG format 

 

1. Within MyCC portal 

2. Click on the Personal info link 

3. Click the Photo tab (See figure 2.3) 

4. Click the browser… button and select a picture that you wish to upload 

5. Click Save 

6. After you have entered information, you can click on the Preview My Info pop-up link at the 
bottom of the screen to view the image as it will be displayed 

 

Figure 2.3 
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Office Hours: 
The Office Hours tab is available to faculty only at this time. Once the office hours tab is selected begin 

entering your office hours by first selecting the time and then the days that this time applies.  Save this 

information.  If you wish to add another session of office hours for different days or for multiple sessions 

on a given day, save the first set of hours and then go back to the office hours tab and you will be 

prompted to add another session.  

 

Custom Info: 
You can use this field for just about anything bout you, your academic credentials, your favorite food, 

movie, or anything you want to share about yourself with others.  You can also subgroup these extras into 

categories. For example, a Personal Bio and a Professional Bio, where under each group you can add 

several tidbits about yourself. In the illustration below, you'll see that I have three categories:  Addresses, 

Web Sites, and Email Addresses. (See figure 2.4) 

 

Figure 2.4 
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• Click on  icon to add a new category or to add an item to an existing category. 

• Click on  icon to edit a category or item. 

• Click on  icon to delete a category or item. 

 

To add a new Category: 

1. Click on the   Add Category 

2. Enter a category name 

3. Click the Save button 

 
To add a new item to a Category: 

1. Click on the  icon Add an Item 

2. Enter a name for this new item (i.e, Dad’s email) 

3. Enter an email address 

4. Select your prefer Category 

5. Click the Save button 

 

Biographical Info 

When clicking the Biographical Info tab, you will be able to see your personal information such as  
name, address, and etc. 

Note: Only you can see this information, other users cannot access and see this information. 

 
 
Setting up my Email Account 
With this new version of MyCC users now can manage Cambridge College and personal email addresses 
in one location. Please follow these steps to setup your Cambridge college email in MyCC. 
 

1. Logon MyCc Portal 
 

2. Click on the Academics tab (See figure 2.5) 
 
Figure 2.5 
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3. Locate the Email Accounts portlet on the current page and click My Email Accounts link (See 
figure 2.6) 
 
Figure 2.6 
 

 
 
4. You will now see something like the picture below (See figure 2.7)  

 
 
Figure 2.7 
 

 
 

5. To set up your email account, click Mange and select Manage Email Accounts (See figure 2.8) 
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Figure 2.8 
 

 
 

6. Click the Add A New account  icon 
 

7. Select Exchange from the Provider list (See figure 2.9) 
 
Tip: This account connects to your current Cambridge College email account 
 
Figure 2.9 
 

 
 

8. Enter your logon email User Name & Password (See figure 2.9) 
 
 

9. Click the Add button when done 
 

10. You should now see the new account you just added (See figure 3.0) 
 

11. Select the [ Exchange ] account and click the Save button (See figure 3.1) 
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Figure  3.0 

 
 
Figure 3.1 

 
 

12. To check your email click Manage and select Sign on to Email (See figure 3.2) 
 
Tip: You will be taken to your email account at Cambridge College 
 
 

Figure 3.2 
 

 



  Cambridge College – Information Technology Department – [ 21 ]

 
Customizing your Personal page 
 
MyCC Portal provides one more way for you to customize your home page. Please follow these steps to 

setup your personal homepage. 

 

1. Logon MyCC Portal 

2. You are automatically taken to your personal home page 

3. Click the  Edit page link (See figure 3.3) 

4. Here you can change the name of your home page, by default the name is Default Page (See 

figure 3.4) 

 

Figure 3.3 
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Figure 3.4 

 
 

5. To add/remove/edit portlets on your page, click the Content tab. 

Tip: By default your homepage will have several portlets already.  These can be deleted and more 

can be added. (See figure 3.5) 

6. Click the  icon to edit a portlet (See figure 3.5) 

7.  Click the  icon to Delete a portlet 

8. To Add a portlet to your Personal page (If available) click the  Add a Porlet link (See figure 

3.5) 
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Figure 3.5 

 
 

9. Select the check box of the portlet that you wish to add to your Personal page and click Add 

Portlets to page (See figure 3.6) 

Figure 3.6 

 
 

10. Click the Layout tab to change the format of your Personal homepage in a variety of ways 
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Congratulations, you have just completed the first step in understanding your MyCC Portal. If you 

have further questions please visit our eHelpdesk Portal at http://helpdesk.cambridgecollege.edu.  

 

 

 

 




