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ABOUT YOUR STUDENT.LACCD.EDU EMAIL
CONGRATULATIONS!

Pierce College is now providing its students with official college email accounts. Called your
Student.laccd.edu email, it works at Pierce and in any of the nine colleges in the Los Angeles
Community College District (LACCD).

Starting in Spring 2013, Pierce will begin phasing out the use of ALL student email
addresses other than the student’s Student.laccd.edu account. Email that Pierce sends to
students includes important notices regarding your financial aid awards, registration
appointments, class changes, updates, services information and more.

Here’s information on:

* Your New Student.laccd.edu Email Account

e How To Log In to Your Student.laccd.edu Email Account

e Accessing Your Student Email through the Student Information System (SIS)
* How to Forward Your Student.laccd.edu Email to Another Email Account

e Using Free Microsoft Applications via "The Cloud” and Saving Files

e Frequently Asked Questions
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Your new Student.laccd.edu email is ready to be accessed now. For your convenience, your
Student.laccd.edu email can be forwarded to any other email account you have.
Instructions are included on the following pages.

Your new Student.laccd.edu account is a “cloud” email account powered by the Microsoft
Live@edu suite of applications. In addition to the ability to send and receive personal emails
(10GB Inbox and up to 20MB for attachments), you will have

OTHER BENEFITS:

Outlook Calendar

Free Access to Microsoft Office Web Apps (Excel, Word, PowerPoint, OneNote)
Storage Capacity for Electronic Files - up to 25GB

Photo Sharing

HOW TO LOG IN

1. Go online to log in to your Student Email Account at https:/ /student.laccd.edu

2. Enter your Student ID number (starts with 88).

3. Enter your Password (Pin). Your Password is the same as your Pin--your birth month and
day (e.g. February 26 = 0226)--unless you have already changed it.
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4. If you're accessing your account for the first time you will be prompted to select a time
zone and click OK.
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CONGRATULATIONS! vYou are now in your email account.

Please make a note of your new address. (The samples below are from West LA College
but are the same for Pierce College.)

Fle Edit View History Bookmarks Tooks Help
| O] ZBTESTFIRST ZBTESTLAST - Outiook Web Appl + |
) PR - [ a- | #
. @ hiips:/Jby20rd0310.0utiook.com/owa/ Reload | 2 Home
Outlook Web App Mal - Office~ Photos~ More- | MSN~ signout | ZBTESTFIRST ZETESTLASTD -
Mail > Inbox eone aptions - @
Fa W v - ve - - V B [
’ Mew - Delete - Move - fiter - Ve MyCareerCenter Email
4 STFIRS T P ¥
12 Inbox (1 NewssonTop | 4 Admissions at WLAC [admissions@wlac.ed. @& €& &  adion:
L%I Drafts Wednesday, October 31, 2012 3:06 PM
=) Sent ltems » (2 VTEA survey - Winter ELAC
@ Deleted Items MAILER-DAEMON@MAILER-DAEMON; ... 1/3/2013
To: (7 ZBTESTFIRST ZBTESTLAST
@ Junk E-Mail
Notes y
j sche | ) MyCarcerCenter Emall Dear West Student,
chee Admissiens at WLAC 10/31/2012
. . v We at West want to provide you with resources to make that transition into your dream job and put you on
4 contactL = F::T' test emall ,I the path toward a successful career. In an effort to make your career opportunities a reality, West has
You are currently signed out. Click Microsoft Outlook 8/1/2012 Hnered with MyCareerG b he b devel f dihe b
here to signin. . partnered with MyCareerCenter to bring you the best career development information and the best |
T test oo company and industry research tools available in the market.
Microsoft Outlook 7/31/2012
*[2) Registration Appointment Times What is MyCareerCenter
MAILER-DAEMON@MAILER-DAEMON; ... 4/20/2012 MyCareerCenter is a comprehensive, 24/7, user-friendly program that helps you determine what you want
(3 Testing in your career and offers the steps to achieve it. It is a self-paced process to help you clarify your career
Mariner, Timothy 1/18/2011 goals, develop a professional resume and cover letter, prepare for interviews, develop a network, and
3 Hello from Calvin at District Ir implement a strategic career searr,.h, MyCareerCente.r helps you tap into the hidden market.nfjnbs and
Baster, Dizna L. 1/10/2011 internships by providing access to investigations of millions of companies and hundreds of industry
X segments. It also allows you to identify millions of international companies in more than 170 countries.
(= testing 1234 around 2:24 . -
Dang, Nick 1717201 IMyCareerCenter is constantly updating information so you can have the most current knowledge available
on firms in over 170 different countries.
(4 Cyberspace Junkie
Madlock, Calvin B 1/7/2011
E=d Mail IMyCareerCenter also provides Job Postings: The most updated job posting databases, containing millions
ﬁ . of jobs from multiple sources including internshigs, entry-level, professional and executive jobs. Postings
Calendar are continuously authenticated to remove outdzjll postings and you can create alerts and find connections
82| contacts through social media.
ﬂ Tasks As a West student vou can aain access and u I tem immediatelv by reqisterina for A
Left navigation Middle E-Mail list is Right-Preview Window shows you the
section is where where you will see the list preview of the email that is selected
you can navigate of emails that you have from the Email List
between your received in the
different folders corresponding folder
in the email

On the main home page you will see three sections: this setup can be modified through the
Options. Please see Microsoft Help at help.outlook.com for more details.
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ACCESSING YOUR E-MAIL VIA THE STUDENT INFORMATION SYSTEM

1. Navigate to the Student Information System login page. This page can be accessed through
your college website or through the district website. Login using either your student ID or
SSN. Use your 4-digit pin that has been issued to you.

scen B |

Student Information System

In this system, you will be able to add or drop classes, |
sz vour class schedule, grades, fzes, ete. SID:

Student Identification Number or SSN:
Enter your new 9-digit Student ID number that begins 4 Dig el

with the numbers "88". This number is your Student ID
for all nine colleges within the Los Angeles Community
College District. If you do not remember your new
number, you may still enter your former Student ID
number that begins with "000 or your Secial Security

Submit

Number.

Personal Identification Number

We need your Personal Identification Number (PIN) for
security reasons. If you haven't already changed it, your
PIM is 4 digits (MMDD format) from your birthdate.

2. After login you will see some prompts in reference to your account. One of the prompts
notifies you of your new email address, consisting of 28 characters made up of part of
your name plus four digits. Click Continue to move on.

New Student Email Address LACCD Eg |

Important

ZBTEZA6751@STUDENT.LACCD.EDU is your Student Email Address.

You now have a LACCD email account!

This window will be vi ble for 0:57 seconds
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3. You will see on the main menu your district issued email address as pointed out by arrow

#1. You will also see a link to a starter guide as show by arrow #2.

ncen EF |

ZBTESTFIRST A. ZBTESTLAST

Do we have your current email address?

Perzonal Student Email Address

Click Here to Edit

12346@ao0l.com

Assigned Student Fmail Addd ] =l ZBTEZAG751@STUDENT.LACCD.EDU

Register at More Than One College

® Step 1: Search For Classes At Other Colleges
Step 2: Enroll At Other Colleges
Step 3: Pay Fees By Credit Card

Enrollment Fees

As of Summer 2012, tuition is now 546 per unit. For updated

information on the enrollment fees you currently owe, log on and
click on “view and pay fees.” Until all fzes are paid, students cannot
register for futurs semester, receive grade notification or transcripts.

Student Email
Student Email 15 available. As for any questions, r=fer to the link below

* Starter Guide and FAQ g

2]

@ Reg Appt
\L:P_ger Info
@Pﬁacement
\@fstfatfon
@v Schedule
\\/Ley Grades
Q‘_}gnge Pin
\Kf'gfv & Pay Fees
@onaf Info

Jrapscript
\L:f(_e)»v Holds
@ncia.' Aid

W9 Tax Form

View Subject
\Onf,"ne Forms

4. To access your email account simply, click on the email address, arrow #3. You will be

redirected to your email home page.

ZBTESTFIRST A. ZBTESTLAST

Do we have your current email address?

Personal Student Email Address

Click Here to Edit

12346@aol.com

Assigned Student Email Addre§ 3 ||=w———ll ZBTEZA6751@STUDENT.LACCD.EDU

@ Reg Appt
@er Info
@v Placement
@/stiation
View Schedule
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HOW TO FORWARD EMAIL TO ANOTHER ACCOUNT

You have the option to Forward your student email to a personal account. Be sure to check that
your emails are forwarding successfully, as you may have to configure your personal account
settings.

1. At the top right of your home page, click Options, See All Options.

Outlook Web App Mail = Office~ Photos~ More~ | MSN~ sign out [ LACCD TEST STUDENT [
ail > Inbox ind Someone Options ~ 0
4 Favorite New - Delete - Move~ Filter ~ View~ ] Options
2 nbox Search Entire Mailbox P v Set Automatic Replies
8 Unread Mail Create an Inbox Rule...
3 Sentltems o T DUREChR See All Options...

There are no items to show in this view.

2. In the right column, click Forward your email

Outlook Web App Sign out | LACCD TEST STUDENT

Viail > Options My Mail @ ~

Account _%

Organize E-Mail My Account  Connected Accounts

Settings
Phone Account Information - LACCD TEST STUDENT Shortcls to other things you can do
Block or Allow 2
General 5 e-mail from all your accounts in one place
Display name: LACCD TEST STUDENT e
Windows Live ID:  laccdtest1234@student.laccd.edu V“EJ people you're on vacation
Mailbox Usage
)

iy 'Eprn how to get Direct Push e-mail on your mobile phone
4.54 KB of mailbox space used. At 9.67 GB you won't
be able to send mail. _$ Forward your e-mail
Contact Numbers
[,
Work phone: ﬁ Change your password

3. Under Forwarding, enter the Email address where you would like messages forwarded

Connected Accounts Default Reply Address
You can connect your Outlook Web App account to your other e-mail accounts. This lets you To use the same From address for each message you
use your Outlook Web App account to send and receive mail from the connected accounts. send, select that address below. To reply using the

address the message was sent to, select Automatic.
g New... Details | X | &

Account Name ~ |Status Action Automatic ‘,"J'

2 cted of 1 total

Forwarding

Forward my e-mail to:

Keep a copy of forwarded messages in Outlook Web App

+/ Start Forwarding
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GREAT NEWS! USE FREE MICROSOFT APPLICATIONS

Now you can access Microsoft applications free from wherever you have an internet connection
to your Student.LACCD.edu account. Save your electronic files (documents, spread sheets,
presentations, photos) right onto the web in your personal account. Retrieve them from any
computer with an internet connection.

You can store up to 25GB -- that’s better than your thumb drive!

1. Access Microsoft Applications, save files and share photos by clicking Office or Photos.

Outlook Web App Mail - Office ~ Photos~ More~ | MSN~
il > Inbox
New - Delete + Move - Filter ~ View~ [+] reerCenter Email
4 ZBTESTFIRST ZBTESTLAST Search Entire Mailbo P v
3 Inbox o - .

[ Drafts 2
'l Sent ltems ) VTEA survey - Winter ELAC
@ Deleted tems MAILER-DAEMON@MAILER-DAEMON; 1/3/2013
@ Junk E-Mail =
la] Notes > § Dear t Student,
B2 School Y1 MyCareerCenter Email
fdmissionsat WEIAC 1073172012 We at West want to provide you with resources to make that transition into your dream job a
gy e - r make your career opportunities a reality, West has partnered with MyCareerCenter to bring y
4 Contact L ) RE: test email v 5 4 "
o Microsoft Outlook 8/1/2012 company and industry research tools available in the market.
You are currently signed out. Click icrosoft Ontloo §/1/2012
here to sign in. 2 test o v What is MyCareerCenter
Microsoft Outlook 7/31/2012 MyCareerCenter is a comprehensive, 24/7, user-friendly program that helps you determine w
= X . X a self-paced process to help you clarify your career goals, develop a professional resume an
3 Registration Afpl?'"t‘ma'“ Times 4 — implement a strategic career search. MyCareerCenter helps you tap into the hidden market ¢
MAILER-DAEMON@MAILER-DAEMON, 4/20/2012 millions of companies and hundreds of industry segments. It also allows you to identify milliol
A Testing MyCareerCenter is constantly updating information so you can have the most current knowle
Mariner, Timothy 1/18/2011 : :
MyCareerCenter also provides Job Postings: The most updated job posting databases, cont:
& Hello from Calvin at District [ R4 entry-level, professional and executive jobs. Postings are continuously authenticated to remo
Baxter, Diana L. 1/10/2011 connections through social media
= testing 1234 around 2:24 As a West student you can gain access and use the system immediately by registering for b
Dang, Nick 17772011 your student identification and the password is west.

(4 Cyberspace Junkie
Madlock, Calvin B 1/7/2011

Additionally, please sign up for West Los Angeles College mobile updates by texting WEST t

b~ Mail

2. Follow the prompts to select the application you want, then create and edit documents
and files.

\@ ZBTESTFIRST ZBTESTLAST - Outlook Web App - Windows Internet Explorer

T 0] https: //by2prd0310.outiook.com/owa/ P
V- @ Office ~ Photos ~ More ~
Fle Edit View Favorites Tools Help

Unks ()RLMoodee ] TEST LACCD - Faculty System - Instructor Login - [§3 DEV LACCD - Faculty System - Instructor Login | Webfocus Signon ) PRD-WFAC & | HP Quality Center 10.0 £ Welcome to Winc Recent documents

¢ ¢ ||0|ZTESTFIRST ZBTESTLAST - Outiook Web App |

Outlook Web App Mail -+ Office~ Photos - More~ | W

T Recent documents Your grOUpS

Your documents

Your documents

orites New ~ Delete » Move ~ Filter » View ~ o ‘-\’,q Your groups 2”

o v — New Word document

= c v o 4| | New Excel workbook NLAC [admissions@wlac.ec
(2 Drafts New PowerPoint presentation 506 PM New Excel workboaok

[2 Sentltems

4 ZBTESTFIRST ZBTESTLA

2} Inbox

O e 23 VTEA surv —(\/”vlllgtyir—IELl.EisD;szu L New oneNote notebook E 7 S
- To: New PowerPoint presentation
Q@ Junk E-Mail
la] Notes p Dear West Student, 2 E
B8 School ) MyCareerCenter Email ! N:'.‘: OneNOte nOteb OO"\

Admissions at WLAC

We at West want to provide vou with resources to make that transitic
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FREQUENTLY ASKED QUESTIONS

1. How dollog on to email?

LOG IN METHOD 1:

a) Loginin to your student email account at https://student.laccd.edu

b) Enter your LACCD student ID number here

c) Your Password is the same password (also called Pin) as your student information system.

2. THEN:
a. Check the box if you need the low vision experience
b. Choose the language you want to use (or it will be English)
c. Pick the “Pacific” Time Zone & and click OK.

LOG IN METHOD 2:
a. Login to your student portal and go to the Main Menu at the bottom of the list.
b. Click on the link that email address next to “Assigned Student Email Address”
c. You will be redirected to your email inbox.

ZBTESTFIRST A. ZBTESTLAST V.f'ebv Reg Appt

Do we have your current email address? Click Here to Edit \VOE"EI' Info
Personal Student Email Address 12346/ a0l com VfE'i"b’ Placement

Assigned Student Email Address ZBTEZAG751@STUDENT.LACCD.EDU Reg.[_gtrarjon

Miew Schedule

3. What do | do if | do not remember my password?
Your password is the same four-digit Personal Identification Number (PIN) as your
registration: your four-digit birth month and birthday, unless you have previously changed it.

If you do not remember your PIN, you can contact the Pierce Information Desk at 818-710-3390 to
assist you.

4. Where do | go if | want to change my pin?
a. To change your pin you can use the student information system portal.
b. Go to the student portal where you access your registration and grading information. You
can access this from the college sites or from the district site.
c. Loginto the portal
Click on “Change Pin” on the left navigation menu

Feb. 2013
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i s scen B |

ZBTESTFIRST A. ZBTESTLAST @ Reg Appt
Do we have your current email address? Click Here to Edit @er Info
Personal Student Email Address 12346@aol.com @/Pﬁaceme’?t
Assigned Student Email Address ZBTEZAG751 @STUDENT.LACCD.EDU \@Btranbn
Yiew Schedule
Register at More Than One College @V Grades
® Step 1:Search For Classes At Other Colleges \Cﬂgnge Pin
Step 2: Enroll At Other Colleges
Step 3: Pay Fees By Credit Card @V & Pay Fees
Berponal Ifo
As of Summer 2012, tuition is now 546 per unit. For updated \Traﬂscnpt

e. Create a new pin and submit

Warning! V,f'ew Reg Appt
Your Perzonal Identification Mumber(PTIN) will be chanped immediatelsy once Vi
- : oter Info
vou click on the Submit button. Asterisks will be displayed when vou type \-..Je

your PIN. Viey Placement
Change Pin

R@.fs.':rarion
Enter vour current 4-Digit PIN:

Enter vour new 4-Digit PIN: @V Schedule
Re-Enter your new 4-Digit PIN: @ Grades

Sk .Chgnge Pin
@v & Pay Fees
Personal Info

f.  Once the password has changed, it will be updated for your email account to.

5. Who do I contact if | do not have an email address?
a. Login to the Student Information System using your Student ID and Pin. Your Student Email
address will be displayed. Then see “How To Log In.”

Feb. 2013
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The Questions below refer to the use of your Student Outlook Email account.

1. WILL THIS BE THE PRIMARY MEANS OF COMMUNICATION FOR ALL STUDENTS IN LACCD?
A. YES, every student will be provisioned an email account when they submit an application and this
will be the official means of communication for all students once the rollout is complete.

2. WHO GETS A STUDENT.LACCD.EDU EMAIL?
A. Anyone who applies for Admission to Pierce College or any of the nine LACCD colleges.

3. HOW DO | GET INFORMATION ON HOW TO USE THE EMAIL SYSTEM?
A. Visit help.outlook.com to get help and reference information regarding the different options.

4. WHAT IS SKYDRIVE?
A. SkyDrive is the cloud-based collaboration center where you upload and store files, use Microsoft
office products such as Microsoft Word, Excel and Powerpoint.

5. WHERE CAN | GET HELP INFORMATION ABOUT SKYDRIVE?
A. Visit http://windows.microsoft.com/en-US/skydrive/help-center to get various different
information regarding SkyDrive and its capabilities.

6. HOW MUCH STORAGE SPACE DO | GET FOR EMAIL?
A. You will get 10GB of storage for your email.

7. HOW MUCH SPACE DO | GET ON SKYDRIVE?
A. You will get up to 25GB of storage space in the cloud as long as you are an active student.

8. DOES THE SPACE ON SKYDRIVE INCLUDE THE STORAGE SPACE FOR MY EMAIL?
A. Your email storage space is separate from your SkyDrive storage space. This space can be used
for uploading and creating new files using the SkyDrive options.

9. WHAT HAPPENS IF | REACH MY STORAGE SPACE LIMIT OF 10GB?
A. If you reach the maximum limit of 10GB for your email, you will not be able to receive any more
emails until the mailbox is cleaned up.

LACCD Legal Disclosure

Use of the District’s student e-mail system must comply with all applicable state and federal laws, and/or the District’s rules and regulations,
including but not limited to Chapter 9, Article 8 of the Board Rules (“Conduct on Campus,”

http://www.laccd.edu/board rules/documents/Ch.IX-ArticleVIll.pdf) and Administrative Regulation B-27 (“Use of District and College
Computing Facilities,” http://www.laccd.edu/admin_regs/documents/B-27.pdf). Misuse or abuse of the student e-mail system may result in

disciplinary action from the colleges, criminal prosecution, and/or civil liability.

Your incoming and outgoing e-mails are not completely private or confidential, nor should you have any expectation that they will be. The
District reserves the right to monitor or inspect communications within the student e-mail system. Student records are protected under the
federal Family Educational Rights and Privacy Act (“FERPA”), but your e-mails may not be considered a “student record.” In addition, e-mails in
your student e-mail account may be disclosed to third parties pursuant to lawfully issued subpoenas or where authorized or required by law,
and in such cases, the District cannot assure you that it can or will raise privacy objections on your behalf.

Effective Spring 2013, The Los Angeles Community College District’s (“District”) student e-mail system is the official means of communication
from the District’s colleges. You are expected to check your student e-mail account on a regular basis.
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