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Welcome to Self-Service! Self-Service is web-based tool that will allow you to register for 
classes, view your grades and financial statement, and much more. Not all features of Self-
Service are currently available. Additional modules will become available. 
 
 

SECTION 1. CREATING A SELF-SERVICE PASSWORD 
 
Before accessing Self-Service, you will need to create a Self-Service password. Enter the 
following URL in the address bar of any web-browser: RESET.MARTINCC.EDU. You will see the 
Martin Community College Password Portal homepage. 
 

 
 
Fig. 1. For first-time users, click CREATE/RESET YOUR PASSWORD. If you know your password 
but want to reset your password, click CHANGE YOUR PASSWORD. If you have forgotten your 
Password and need to reset your Password, click RESET YOUR PASSWORD. Once you have 
created your password, it is recommended that you create new Security Questions to help 
secure your identity. Click ENTER ADDITIONAL SECURITY QUESTIONS. Remember your 
questions and answers; you will be asked to answer these questions the next time you reset 
your password.   
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Fig. 2. To create/reset your password, enter your username. Your username is the initial of your 
first name, the initial of your last name, and the last five (5) digits of your Student/Colleague ID 
number. Your Student/Colleague ID number is on most information that you receive from the 
college. If you cannot locate your Student/Colleague ID number, visit your faculty advisor, 
ŎƻǳƴǎŜƭƻǊΣ ƻǊ ǘƘŜ wŜƎƛǎǘǊŀǊΩǎ hŦŦƛŎŜΦ .ǊƛƴƎ ȅƻǳǊ ǇƘƻǘƻ L5Φ Enter your ID and click NEXT. You may 
cancel this process/request at any time. To do so, click CANCEL. 
 
Example: Martin C. College is a student; his Student/Colleague ID number is 0312345. His 
username is MC12345. 
 

 
 
Fig. 3. To continue creating/resetting your password, answer the questions on the screen. Enter 
your full seven-digit Student/Colleague ID number. Enter your last name. Enter your six-digit 
birth date. Example: If your birth date is January 1, 2000, enter 010100. Click NEXT. 
 

mc12345 
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Fig. 4. Enter your new password. The password must be 8 characters and contain three (3) of 
the following four (4) categories:  uppercase letter (A-Z); lowercase letter (a-z); number 0 
through 9; nonalphanumeric character ~!@#$%^&*_-+=`|\ (){}[]:;"'<>,.?/. Confirm your new 
password. Click NEXT. 
 

 
 
Fig. 5. Congratulations. Your password has been successfully created/reset. Click FINISH. Upon 
completion, you will return to the Martin Community College Password Portal homepage. 
Remember to enter additional security questions to help secure your identity. Do not forget 
your answers! 
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SECTION 2. SIGNING IN TO SELF-SERVICE 
 

Now that you have created/reset your password, go to Self-Service. Enter the following URL to 
any web browser: ss.martincc.edu. You will see the Martin Community College Self-Service Sign 
In page. 
 

 
 
Fig. 6. Enter your user name and password. Click SIGN IN. 
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SECTION 3. STUDENT PLANNING 

From the Self-Service homepage, choose STUDENT PLANNING. 

 

Fig. 7. With the Student Planning module, you can access your program of study (degree plan), 
plan your schedule, and share notes with your advisor. 
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SECTION 3.A. PLANNING OVERVIEW 
 

 

Fig. 8. The opening screen is the Planning Overview; it reflects the current term. The weekly calendar at 

the bottom of the screen will show you a schedule of your seated classes. 

 

 

Fig. 9. By scrolling to the bottom of the Planning Overview screen, you will see online sections for which 

you are registered. Online sections do not have a meeting time. 
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Fig. 10. At the top of the Planning Overview page, click on STUDENT PLANNING navigation tool, and you 

will see various tools available within the Student Planning module. Click on MY PROGRESS. 
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Section 3.B. My Progress 

 

Fig. 11. The My Progress page provides you information about your program of study. If you are enrolled 

in multiple programs, you can toggle between different programs. The program title is shown below the 

My Progress title at the top of the page; this is a view of the Associate in Arts program. You can also 

view your cumulative GPA. By scrolling down, you can see the classes that are required for the 

completion of your program. Scroll down. 
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Fig. 12. As you scroll down the PROGRESS page, observe the color-coding of the courses: 
ά/ƻƳǇƭŜǘŜŘΣέ άLƴ-Progress,έ άbƻǘ {ǘŀǊǘŜŘ,έ ŀƴŘ άtƭŀƴƴŜŘ.έ bƻǘ ŜǾŜǊȅ ŎƻǳǊǎŜ ƻƴ ǘƘƛǎ Ǉƭŀƴ ƴŜŜŘǎ 
to be completed. Each section of the program has a specific number of credits required for 
completion. The Humanities/Fine Arts/Communications requirement of this program requires 
nine (9) credits; the student has completed six (6) of the required nine (9) credits. Scroll down 
through your entire program to see which courses are remaining. 
 
In just a minute, we will schedule a section for thŜ ƴŜȄǘ ǎŜƳŜǎǘŜǊΦ .ǳǘ ŦƛǊǎǘΣ ƭŜǘΩǎ ōŜŎƻƳŜ 
familiar with the Plan & Schedule tool.  
 

 

Fig. 13. Scroll back to the top of the My Progress page. Click on STUDENT PLANNING. Now, click on PLAN 

& SCHEDULE. 
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