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Portal Instructions - Student Account Creation

1. Open up a web browser. You must allow pop-ups for portal.vmcad.edu and mail.vmcad.edu/exchange.
2. To access VMCAD Portal you may type in portal.vmcad.edu

»f‘«': f (@\, , Welcome to the

Launch the Campus Portals

Student Portal Homepage

Current Student use the above link to create or login to your account

Faculty Portal Homepage

Faculty Login Here

Emplover Portal Homepage

Employer Login Here

3. Click on Create a New Account

Welcome to the

Image of Login

Required Field"
Please Login

Username®

Password is case sensitive
Create a New Account

NOTE:

In the step below, you must use the same first name, last name and social security number that the college has on file

or you will not be able to create an account. For example, if your name is Tim and your college records are listed
under Timothy if you type in Tim, portal will not allow you to proceed to the next step.

4. Fillin the Social Security Field, First Name Field, Last Name Field and Favorite childhood Friend Field.

New Account Creation

Required Field*

Please enter the followi

information to create your account.
Social Security Numbe:

Name, and Last Name are required to authenticate your student data.
The answer to the security question that you provide will be used in case you forget your password.

@ social Security #

000-00-0000
O student D

First Hame*

Last Name*

Enter name of favorite
childhood friend.”

5. Click Next
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6. On this screen you will confirm your VMCAD email address.

a.

b.

VMCAD E-Mail addresses, in general, follow the formula of first initial + last name@vmcad.edu. i.e., John
Smith’s e-mail address is jsmith@vmcad.edu.

If your VMCAD email address is incorrect, click NO and contact the Help Desk. If your VMCAD email
address is correct, click ES.

Email Address Verification

Email Address Verification

We have successfully matched your information provided with the following e-mail:
msponslen@vmcad.edu |s this address still valid?

If this is not your current email, click "NO" below.

If this is your correct email, click "YES".

7. This screen below is very important as this is the only time you will see your User Name for portal so pay

attention for your User Name — see highlighted square. Create a password that you will remember.
8. Click Submit.

Login Information

Required Field*

Login Information

Your student record was successfully located and your username has been created. Please selecta

new password.

Itis extremely important for you to memorize your username (listed below) and your password to log
into the Portal in the future

1ia Marti College username and password

i are NOT related to other Virginia Marti Co
tials

ollege login
You username is:*

Password*

Confirm Password*

9. This is a confirmation that you have started to create an account. You MUST authenticate through your VMCAD

email for your portal account to work.

Authentication Email Sent

An email has been sent to msponsler@vmcad.edu. Please follow the link provided in the email so we
can verify your account. It may take up to 60 minutes for the message to arrive in your inbox. Some active
spam filters may also route the message to your junk-mail box, so you may consider checking that box as

well. If you do not receive the activation link within the next hour, please send an email to
helpdesk@vmcad.edu.

VMCAD's Student Portal Page

10. To access your VMCAD email, open up a web browser. Type in mail.vmcad.edu/exchange.
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11. The Connect to mail.vmcad.edu box will appear. Here you will type in the same information that you use when
you log into a lab. (User Name - first initial, last name and Password — last four digits of your social security
number — For example — User Name — jsmith Password - 1111)

I @ &) ® "' http:{fmail.vmcad.edufexchange I
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my password
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12. Click on the link in the email to authenticate your email address

@ it e Danesnd s duf Cpd=unan = firginta aeil Collag=s Eouin [nfusuizeion = ndois = B Ehllm

. - - A I

aReply areplytoal pronvars| ) ) (5| X |4 ¥ Oneb
From: Help Desk — Sent: Thu 5/27/2010 2:11PM
To: Margery Sponsler —
Ce: _—
Subject: Virginia Marti College: Login Information =
Attachments:

Dear Portal Test,

Thank vou for Creating an Account at VMCAD's Student Portal. This is an automatically-generated message
from the Virginia Marti College. This message was sent to authenticate vour email address and to activate vour
account. To authenticate your email address and to activate yvour VAMCAD Portal account, please click on the
link below. If clicking the link does not work, you may also cut and paste the link into your browser address bar.

https://portal vimcad eduLogin/Createl ogin aspx ?AuthCode=dfd033c3-7fed-4362-adc5-a%91e99067d3

— T T T S S e S T e e e e e e T T T T e e
problems using the Student portal, please send an email to helpdesk@vmead edu. If this e-mail was sent in error
and you did NOT attempt to establish a VMCAD Portal student account, please contact the VMCAD's Help
desk or call us, as soon as possible, at 216.221 8584 Please make sure you include information on how to
reach you. VMCAD System Administrator
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13. Click OK

Account Created

Account Created

Your Account has been created successfully, and you can now log into the
portal.

14. Log into the portal with the User Name assigned to you and Password you created.

L

Required Field*

Username* ptest3

Password* nnn| Fassword is case sensitive

Create a Mew Account

Foraot vour password?

15. Below is a sample of the screen you will see when you’ve logged into portal.

VMCAD E-Mas

VMCAD info

My Calendar
s Thursday
My Academics

My Account

Student Services

My Documents.

>
>
>
>
My Financial Akd >
>
>
>

Library

ourcommuty > Document Center

NOTE: A

8201

Welcome to the VMCAD Portal!



