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What is a portal?

A portal is a gateway to all college Web-based services for students. myHancock is the name of the portal
for Allan Hancock College. myHancock gives you access to your student information and services 24 hours
a day.

Start Here..
myHancock is your starting point to:

Search for classes

Register, add or drop classes

Check your Hancock email

Receive important messages

Look-up faculty email addresses

Access your student account (balance and payment history)
Look up records (unofficial transcript, grades, financial aid, etc...)
Complete financial transactions
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How do I log in?
Open the portal by clicking myHancock on the college homepage.
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Start here. Go anywhere.

Or go directly to the Web site: http://my.hancockcollege.edu.

Bookmark it! You can access myHancock from most computers and some newer mobile devices with
internet access.


https://myhancock.hancockcollege.edu/cp/home/displaylogin

Step 1: Log in

Important: This information does not apply to your Blackboard log in. All
previous myHancock log in accounts were changed as of March 18, 2010.

a) Enter your user name and password. Click the button.

ﬂirst—time user? \

You will receive a user name and
password when you complete the
admissions application.

Welcome to myHancock.

Use this portal to access the
information and services you need at
Allan Hancock College.

With your User Name and Password,
you can connect from anywhere at

anytime!

Forgot your password?
Qick onthe Passwordsuidefor
more information

o /

Password (case sensitive)

| Cancel

Quick Start Guide

Password Guide

Still having problems logging in?

Forgot Password?

Step 2: Password

When you log in for the first time or your password has been reset back to the default, you will see the
following screen.

a) Enter a new password and then retype to confirm. You must follow the Password Rules for the
password to be accepted. Click the button.

Password Expired

Please provide a new password. Password Rules
* Length must be 6 or greater
New password: = Length must be 20 orless

Confirm New password: * Must contain at least one letter

= Must contain at least one digit

Save Changes | | Cancel




Step 3: Secret Questions
When you log in for the first time, you will see the following screen.

a) Enter two secret questions of your own choosing with the corresponding answers. Please note the
listed constraints. Click the - S*mtsetue | 1y 1o

Secret Questions and Answers Setup
You are required to setup your secret questions and answers because you have not previously done so.

The secret question and answer pairs that you supply can be used to login if you forget your password. The guestions and answers that you provide should be difficult for others to guess.
The following gquestion and answer constraints are in place:
s The minimum number of valid question and answer guestion pairs that are required is: 2
The minimum number of significant characters in a question is: 4
The minimum of significant characters in an answeris: 2
Answers are not case sensitive (when answering the questions different upper and lower case characters may be supplied)

Whitespace in answers is not significant (when answering the questions a different number of space characters may be supplied).
Duplicate answers are not allowed.

Questions Answers

m Submit Setup Cancel

b) You will see the following screen when successful. Click the link Click here to continue.

Secret Questions and Answers Setup Success

ully setup your secret questions and answers.
Click here to continue.

Step 4: Get acquainted

a) When you log in, you should see the welcome message with your name, just below the myHancock
graphic.

Welcome Spike Bulldog
Content Layo You are currently logged in.




b) myHancock is arranged in a series of “tabs” or pages.

Home ¥ My Page ¥ Student ¥ Library

Each tab contains “boxes” called channels. Channels are used to organize information, such as your
class schedule, information and your student account.

Student Information EEE
» Apply for Financial Aid
o Complete START Assessment
» Contact a Counselor for help selecting classes
» Course Prerequisite Information
s Forwarding myHancock email
» How to Pay Your Fees Online
My Hancock Stuff =l i 3 + How to Print Your Class Schedule
* Class Search » How to Register
* Registration Status * myHancock FAQs
* Register / Add / Drop Classes » myHancock Student Log-in Quick Start
+ My Unofficial Transcript » Online Registration Using Authorization Add Codes
* National Student Clearinghouse » Purchase a Parking Permit
* Purchase Books
* My Class Schedule 4
. » Registration Information
* Self Service Menu * Student Education Plan

c) The My Page tab contains a list of the additional channels you can add. It also contains guidelines
for your reference.

My Page ¥ Student

Student Guidelines

Z Facebook = k£ 0
> Website + myHancock FAQ

Step 5: College Email

When you completed your admissions application, you were given an Allan Hancock College email
account.
Your Allan Hancock College email account is username@my.hancockcollege.edu

This is the only email account that will be used by the college and your instructors to communicate
with you. Waitlist and Blackboard information, important announcements, etc. will be sent to this
email address. It is important that you check your Hancock email often.

a) Click on the E-mail icon in the upper right of the myHancock portal after you log in to access your
Hancock emalil
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mailto:username@my.hancockcollege.edu

b) If you would prefer that these emails are forwarded to a personal email account, follow the
instructi?ns on the Student tab (page) in the Student Information channel.

Student Information

» Apply for Financia| Aid
s Complete START Assessment

Step 6: Log out when you are done

a) Click the Logout icon in the upper right corner to end your session in the portal. This is very
important to protect your personal information!
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b) If the portal detects no activity for 30 minutes, it will automatically log you out.

Change Password

a) If you wish to change your password, click on My Account link in upper left side of the screen.

Welcarme Carol

Conte = You are currentlyl

b) Type your current password and the new password twice. You must follow the Password

. . Save Changes ‘
Requirements for the password to be accepted. Click the

button when done.
\
My Account Preferences

Change Password

our current password ST

Password Requirements
Current password:

The password lengt\ must be 6 or greater.

The password length \pust be 20 or less.
New password:

The password must cofftain a letter.
Confirm password:

The password must contyin a digit.

The password must not co\tain any of these special characters:%
~&,;:"<>(0

 Additional password complexit\ requirements for Faculty and Staff

‘O Your password must not configin the user's entire Account Name or
entire Full Name. The Accoun) nd Full Name are parsed for
delimiters: commas, periods, dashes or hyphens, underscores, spaces,

s,
pound signs, and tabs. If any o\these delimiters are found, the Account
split and\a t to be

Name or Full Name d\all sections are veri
included in the here k no check fer any character or any
three characte; ion.

ain chyracters from three of the following

se characters \A through 2)

Setup Secret Questions and Answers
Click Here

Save Changes Cancel




c) If successful, click the Back to Home Tab link.

My Account Preferences

Your password has been successfully changed.

Current password:
New password:

Confirm password:

Change Secret Questions

a) If you wish to change your secret questions, click on My Account link in upper left side of the screen.

b) Click on the link Click H;re under Setup Secret Questions and Answers.

My Account Preferences /

Change Password

Please enter your current pgbsword and new password Password Requirements e  The password length must be 6 or greater.

Current password: «  The password length must be 20 or less.

e The password must contain a letter.

New password: *  The password must contain a digit.

Confirm password! ©  The password must not contain any of these special characters:%
N8 =00
® Additional password complexity requirements for Faculty and Staff
© Your password must not contain the user's entire Account Name or
entire Full Name. The Account Name and Full Name are parsed for
delimiters: commas, periods, dashes or hyphens, underscores, spaces,
pound signs, and tabs. If any of these delimiters are found, the Account
Name or Full Name are split and all sections are verified not to be
included in the password. There is no check for any character or any
three characters in succession.
= Your password must contain characters from three of the following
four categories
= English uppercase characters (A through Z)
= English lowercase characters (a through z)
= Base 10 digits (0 through 9)
= Non-alphabetic characters (for example, !, $, #)
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Setnn Secret (Juestions and Answers
Click Here

Save Changes H Cancel




c) Type in your current password.

Secret Questions and Answers Setup

You have chosen to setup your secret guestions and answprs. You must supply your login password to authenticate your setup. Your existing secret questions and answers setup will be replaced with
the new setup that you submit.

The secret question and answer pairs that you supply can fbe used to login if you forget your password. The questions and answers that you provide should be difficult for others to guess

The following question and answer constraints are in placg:
e The minimum number of valid question and answer qufstion pairs that are required is: 2

s The minimum number of significant characters in a qugstion is: 4

e The minimum of significant characters in an answer isf 2

e Answers are not case sensitive (when answering the fuestions different upper and lower case characters may be supplied).

» Whitespace in answers is not significant (when answdring the questions a different number of space characters may be supplied).
e Duplicate answers are not allowed.

Login Passwo!

Questions Answers

Submit Setup | | cancel

d) You cannot edit your secret questions and answers. You need to supply both questions and

answers again.

| Submit Setup |

e) Click the button when done.

| Close This Window. |

f) If successful, you will see the following screen. Click the

Secret Questions and Answers Setup Success
You have successfully setup your secret questions and answers.
| Close This Window. |
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g) You will be presented with this screen. Click the Back to Home Tab link.

Back to B4 / &
Home Tab _mail _ GroupP
= E-mail - endars 6TOUPS

My Account Preferences

Logout  Help

@_A

Change Password

Please enter your current password and new password Password Requirements o  The password length must be 6 or greater.

Current password: «  The password length must be 20 or less.

e The password must contain a letter.
New pHSSWDFd. . The password must centain a digit.

Confirm password: e The password must not contain any of these special characters:%
85" <= 000

& Additional password complexity requirements for Faculty and Staff

‘O Your password must not contain the user's entire Account Name or
entire Full Name. The Account Name and Full Name are parsed for
delimiters: commas, periods, dashes or hyphens, underscores, spaces,
pound signs, and tabs. If any of these delimiters are found, the Account
Name or Full Name are split and all sections are verified not to be
included in the password. There is no check for any character or any
three characters in succession.
= Your password must contain characters from three of the following

four categories:

= English uppercase characters (A through z)

= English lowercase characters (a through z)

= Base 10 digits (0 through 9)

= Non-alphabetic characters (for example, 1, §, #)

Setup Secret Questions and Answers
Click Here

| Save Changes H Cancel |
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