Account Activation - Faculty and Staff

Note: If you already have and use a College email account (i.e. joe.smith@sunywcc.edu) and/or have signed
on to the College network using a computer at the main campus or an extension site, your account is
already active and you do not need to perform the steps detailed in this document.

Step 1: Locate your User ID. This is how you will identify yourself to the portal.
Your User ID is in the letter you received from the Human Resources
department when you were hired. If you don’t have your User ID, please contact
the Help Desk at (914) 606-6665 for assistance.

Step 2: Go to https://mywcc.sunywec.edu
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Account Activation - Faculty/Staff (continued)

Step 3: Click the “Faculty/Staff” link in the “MyWCC Account

Activation” section:
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Account Activation - Faculty/Staff (continued)

Step 4: Enter your User ID then click the Continue button:
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Account Activation - Faculty/Staff (continued)

Step 5: You will now verify your identity and then select two security questions
and provide answers that can be used if you ever forget your password and need

to reset it. Finally, you will enter your account password twice and click the
Continue button:
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Account Activation - Faculty/Staff (continued)

Step 6: Your account will now be active. You should

print this page for your records. You may return to the

portal to sign in.
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Activate My Account

User I: J510
Name: Joseph Smith

Activation Date: Tue Aug 17 163846 EDT 2010
Your account has been activated. Please print this page for your records.

DMPORTANT: You must remember your user id. If vou forget vour user ID contact the
Help Desk at (914) 606-6665
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Account Activation - Faculty/Staff (continued)

Password Rules: Here are the requirements for a secure

password. You will not be able to assign a password to your account
that does not meet these criteria.

The following are the minimum requirements for your password:

'Minimum Length | 7
'Maximum Length | 25
|Minimum # of Uppercase Characters ]
'Minimum # of Lowercase Characters |
'Minimum # of Numeric Characters |
Longest Sequence of Same Character |
Minimum # of Unique Characters |
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Your password may not contain your user 1D, first name or last name.




