
How to Opt In for Text Message through SAP (rev 1/29/2026) 
To ensure you receive important text message, add your cell number to the SAP portal and “Opt In” to receive SMS Messaging/Voice 
messages for Emergency Contact.  
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Step 1 
Log into the SAP portal by visiting  
portal.laccd.edu/irj/portal 
or scan the QR code with a mobile device. 
 

Step 2 
Under the Employee Services Tab, Click on My  
Email Address List located on the left-hand 
side and enter a private non-LACCD email  
address. This will ensure any LACCD Alerts 
released will be sent to your selected private  
email address.  

Step 3  
Click on My Emergency Contact. Click on 
Change under the View/ Change column. 

 

Step 4  
Enter your cell phone number and click the 
“opt in” button. This will ensure you receive 
text messages via LACCD Alert. Click SAVE.  
Note- Subsequent rows of emergency  
contacts are not currently added to LACCD  
Alerts.  

 

https://portal.laccd.edu/irj/portal
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