Changing your password and accessing your mailbox using the internet 
and Outlook Web Access

Your Outlook mailbox can be accessed from the Internet using a feature called Outlook Web Access (OWA). The following steps detail how to make the connection to your Los Medanos College Outlook mailbox from the Internet. Please note, Safari is not compatible with OWA when changing your password.  You will need to use Internet Explorer or Firefox.

Enter your short username: flastnameXXX (last 3 digits of your Employee ID)
Enter your password: This is your email/portal/webadvisor password. The default is set as “Welcome2lmcXXXX”, where “XXXX” are the last four digits of your SSN.
The first time you log on, you will be required to change your password so please logon to the PORTAL FIRST. Follow the log on instructions, exactly, as shown below, using your username and the password you were given, and you will be able to change your password from the InSite Portal
Password change requirements:

The new password must be a minimum of seven characters. Three of the four following criteria must be met: at least one upper case, one lower case, one number or one special character. The password cannot contain the users first or last name. Passwords are case sensitive and you cannot use one of your prior passwords.

You must change your password thru the https://insite.4cd.edu portal.

You will be prompted to log in, again, using your new password to access your email account.

If you have any problems, contact the District Office help desk at 925 229-1000 x16888.

Password change procedure:

First you will be presented with the following screen…

Enter your Username and click “OK.”
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Continued…

This is the next screen you will see…

Enter the last 4 digits of your Social Security Number OR your Employee ID.  Then, enter your date of birth and click “OK.”
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You will then be presented with the following screen…

Type in your new password in the first box and then re-type your password in the second box.  Click “Reset Password.”
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Continued…

Finally, you will see the following screen…

Click on one of the following links to login with your new password.
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Now to check your email you go to http://mail.4cd.edu and login with your full username:

Flastname765@email.4cd.edu
yournewpassword

When you login to your mailbox for the first time you will see this Start Page.
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If you want to skip the tutorials you can click the Inbox link and get right down to business.
