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Summary 
This document is to explain the process of having Students sign in to Portal Guard and the new 

Student Password Reset.  This is broken down into two sections: How to help find their User ID 

and completing your Portal Guard Registration. 

   

SECTION A: [“What is My User ID?”/Reset Password] 
This section is to show how to walk the student through obtaining their User ID.  This is 

essential for students to do so they can set their password as well as log into all aspects of JCC.  

If the user is able to log into Web Advisor, they will know their User ID.  The steps are as 

follows: 

1. Navigate to Self Service home screen. ( https://selfserv.johnstoncc.edu/student ) 

2. Click on Forgot your user name ? 
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3. Enter First Name, Last Name, and Email address. Complete CAPTCHA. Click Submit button.  

 
3.1 Screen after submitting information: 

 
4. The system will email if email address matches what is in Self Service user profile (Primary, 

Secondary (Info Only), or Web-page (Info Only) email). 

 



5. On JCC Self Service home screen,  Click on “Reset your password ?” 

 

6. You will now be taken to PortalGuard on a new tab.  Click on “Forgot Password” 

 
 

7. Type in the username that you obtained from the previous steps.  Then click Continue 

You will now have a new window appear asking for a One-Time Passcode (OTP).  This OTP will 

be sent to the email you used to register with JCC.  Please wait 20 to 30 seconds for the OTP 

code to be sent to your email.  If you do not receive you code, please contact JOLT. 

 

After you have put in the OTP, you will now have the chance to create a brand-new password 

for your account.  Your password must include the following: 



 

 

 

SECTION B: [Completing Portal Guard Registration] 
Once you have created a new password, you will now have to provide so more details to Portal Guard.  

This is to have alternative methods of resetting your password on your own so that you will have the 

ability to receive an OTP from both you email and a cell phone number as well as a set of challenge 

questions and answers that are unique to you. 

Phone Number Registration: 

 

When you submit a phone number, you will be sent a OTP to validate the phone.  Once you validate 

your phone number, it will then ask you to supply Challenge Questions. 

Challenge Questions 

 

After completing your registration, you will now be logged into Portal Guard.  This username and 

password you used will also be used for the following services: 



• Blackboard 

• Office 365 

• Self Service 
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