
 
 

Self-Service: User Profile Guide 

It’s very important that you keep the information in your User Profile current. If it’s not, please 
update it by following the steps below. You may not update your “preferred” home address or 
e-mail. You must contact the Registrar to update your preferred home address. 
 

1. Go to MySCC at ​https://my.southwesterncc.edu​, log in, and click the Self-Service link. 

 
2. After you successfully log into the Colleague Self-Service, click on your name in the 

top-right corner. 
3. Click on the ​User Profile​ link. 

 
 

4. Make sure you have at least one phone number entered as a ​Cell Phone​ number. ​This 
number is how you will get alerts. ​To add a new ​Phone Number​, click on ​Add New 
Phone​. To update an existing number, click the ​Edit​ button for a specific number listed. 

 

 

https://my.southwesterncc.edu/
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5. To update your ​Mailing/Physical Address(es)​, just click on the ​Add New Address 

button to update your email address. Once you enter the new address, click ​Add 
Address​. 

 

 
 
 

6. To update your secondary ​Email Address​, just click on the edit button for your 
secondary email to update this email address. Type your new email address and click 
Update Email​. 
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7. To update your ​Mailing/Physical Address(es)​, just click on the ​Add New Address 
button to update your email address. Once you enter the new address, click ​Add 
Address​. 
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8. To add a new ​Phone Number​, click on ​Add New Phone​. To update an existing number, 
click the ​Edit​ button for a specific number listed. 

 

 


