MyCOM Portal First Time User Guide

Welcome:

Welcome to the MyCOM Portal. MyCOM provides secure access and offers a variety of web services for
College of Marin students, faculty, and staff.

Students can use MyCOM to register; search for classes by subject area, campus, dates and times; pay
fees; review academic history; update personal information; communicate with instructors by email;
access the library databases and much more.

Faculty can view up-to-date class rosters, submit grades online, communicate with students by email
and more.

Staff can review benefits and payroll history, submit absences online and more.

First Time Users Sign Up:

To sign up, please click First Time Users on the MyCOM Sign In page, review the requirements and
announcements in the Instructions block, and enter your Student ID, Last Name and Date of Birth in the
Sign Up block if applicable. Upon successful validation, you will receive an email with your MyCOM
username and a temporary password. Use these credentials to log onto MyCOM and complete the First
Time Users Setup.

Note: Current staff with existing network accounts do not need to sign up for a new password.
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First Time Users Setup:

When you first log onto MyCOM, you will be prompted to answer 4 security questions. These answers
will allow you to reset your password if forgotten in the future. Please provide accurate answers. Skip
to another question until you find the most relevant question to you. Press the Save button to save your
answers.

If you were provided a temporary password during the Sign Up step, you may want to change it to a less
cryptic but secure password you will remember. Please conform to the posted password guidelines and
enter both your temporary and new passwords. Press the Submit button to reset your password.

Note: Current staff do not need to change existing network passwords.

After providing answers to the security questions and changing your password, please Sign Out to
complete the setup. You may then log back into MyCOM to begin using the portal services.

Reset Password:

After you provide secret answers in the First Time Users Setup, you will be able to reset your password if
forgotten in the future. To reset your password, please click Reset Password on the MyCOM Sign In
page, review the requirements and announcements in the Instructions block, and submit your MyCOM
username in the Reset Password block. You will be prompted to answer a minimum number of
guestions from the pool you provided during the First Time Users Setup. When your security questions
are answered correctly, a random generated password will be displayed on screen.

We recommend that you immediately change your generated password. To do so, please copy the
generated password before selecting the Change your password option.
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