LOS ANGELES COMMUNITY COLLEGE DISTRICT

i Education
ol Changes
\\ e Everything: Your
X Future Begins
Here...

SIS Modernization
Student Portal
Training Guide

Created on 3/27/2016



Training Guide
Student Portal

Table of Contents
Introduction to the New Student Portal and the My Profile Menu ....... 1
Logging into the Student Portal and Changing Your Password......... 1
Navigating the Student Portal.............ccccoevieiiiiiiicc e, 8
Viewing Your Student Ed Plan ..o, 26
Using Self-Service to Update Your Information..........c.c.ccccevvenennee. 30
Using the AcademicS MENU.........cccvuviieiieiii e 36
Browsing the Course Catalog..........cccvevveiieiieiiie e 36
Enrolling from PIanner ... 41
Enrolling from RequIremMents ..........ccocveveeinieneenee e 43
Searching @ ClassS.......ccueiiiiiiiiieeee e 45
Enrolling from Class Search...........cccocvvviiniiiieieene e 48
AdAING 8 ClaSS...cciieiiiiiiee s 52
AddIng to @ WaIthiSt........cccoveiiii e 55
Adding a Class by Using a Permission Code............cccccccvevieeinnnne, 57
Dropping A CIaSS ......eeiieiieeiie s 60
SWaPPING CIASSES ...vviveeiiee e 62
Viewing Term Information...........ccccveiveeiienic e 66
Requesting an UnOfficial Transcript.........cccccvvvvveeveeviiesiie e 67
Requesting Official TransCript .......ccccccvevvevievie i 70
Viewing Student Staff Schedule of Classes ..........cccoocvvvvivieieennnnne, 72
Submitting a Graduation Petition .............ccovvvviiiiniiniie e 75
Using the FINANCES MENU .........oovuiiiiiiieiiece e 77
Viewing a Financial Aid AWard...........cccoccovieiiniinienic e 77
Accepting or Declining Financial Aid Awards..........cccccceviniininnnns 79
Add a Payment Profile to Your ACCOUNt.........ccccvviviiieiiniin e 81

Page ii



Training Guide
Student Portal
Introduction to the New Student Portal and the My Profile Menu

Logging into the Student Portal and Changing Your Password
Procedure

In this lesson you will learn to Log into the Student Portal and Change Your Password.

Begin by logging into the portal at mycollege.laccd.edu.

Step Action

1. Open your favorite browser window to begin the process for logging into the SIS
Modernization portal.

Browsers that work with SIS Modernization are:
> Internet Explorer

> Safari

> Mozilla Firefox

> Chrome

pi/fwww.laccd.edu/Pages/default.aspa O]+ @ LaccD- Home | @) Classes and Enrollmen... oy ve 8 [ x |
x Findt | Previous Net || # Options ~ |
2 LOS ANGELES COMMUNITY COLLEGE DISTRICT

Search LACCD Gol

HOME ABOU CcC BOARD OF TRUSTEES STUDENTS FACULTY AND STAFF BUSINESS AND COMMUNITY EMPLOYMENT

Education
Changes

Y Everything: Your
Future Begins
Here...

Sl el B b For o offce of The Chancelor
éa %‘?mn - éa ggiad;;,‘gms ADA Compliance Office
: = Administrative Department v
Step Action
2. In your browser window, type mycollege.laccd.edu into the address field.
3. Press [Enter] to advance to the SIS Modernization login page.
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CITY

EAST

HARBOR

Sign in with your organizational account
Example:
MISSION Students = 881234567

Employees = Smith)

PIERCE ‘

SOUTHWEST

TRADE-TECH

1st time signing in? Click here.

VA L L E Y Forget your password? Click here.

WEST

© 2013 Microsoft  Home  Privacy  Contact Us

Step Action

4, Enter your Student ID Number into the first/top field.

5. Enter your Password into the second/bottom field.
Password

6. Passwords

The first time you enter the SIS Modernization site, you will be required to enter a
predetermined password.

The Student default passwords will consist of:
88@ + the first character of your last name (capitalized) + the month and day of
your birthdate (MMDD)

For example, Jane Doe, who was born on July the 4th, her default password would
be: 88@D0704.

Once in the system, you will be prompted to change your password.
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CITY

EAST

HARBOR

MISSION

PIERCE

SOUTHWEST

TRADE-TECH

VALLEY

WEST
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e wrmail, wserid o 3 prir

= Spedial character [@:L 5. #, %l

a5t 7 characters and three of the follawing:
A-Z)

=

cssokssizs4s

© 2013

Microsoft Home Privacy ~Contact Us

Step Action

7. Passwords

character.

registration page.

Once you have successfully logged in, for your account’s security, you will be
transferred to the update password page to change your default password.

> Enter your Student ID Number into the appropriate field.

> Enter your old password and new passwords in their respective text boxes.

> Your new password must contain at least seven alphanumeric characters:
numbers, uppercase and lowercase alphabetical characters, and at least one special

> Additionally, you may not use your prior three passwords as your new password.
> After successfully updating your password, you will be redirected to the password
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CITY

EAST

HARBOR

MISSION

PIERCE

SOUTHWEST = Special characier [@L §. #. %I
esessohss1zzs

TRADE-TECH

VALLEY

WEST

© 2013 Microsoft  Home  Privacy  Contact Us

Step Action

8. Password Registration

The password registration page defines questions that will be used to retrieve and
reset your forgotten password.

On the password registration page, enter your Student ID Number and new
password into the appropriate fields.
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CITY

EAST

HARBOR

Update Password

MISSION Your pastwont expinec, plesss paate
It cannot be & pert of your name email, usenid or 3 prior
pesswords.
Contains 3t least T characiers and three of the following:
® Uppencase letters [A-Z]
® lowenase letters [a-7]
= Numiser [0-9]

SOUTHWEST = Spedial character [@L §. & %]
csessobss1zzs

PIERCE

TRADE-TECH

VALLEY [

WEST

© 2013 Microsoft  Home  Privacy  Contact Us

Step

Action

Password Registration

Select questions that you know and will remember the answers to.

After you have completed the question and answer page, you will be redirected to
the SIS Modernization home page.

LACCD Website LACCD Colleges ~» Email Online Classrooms W TRG_SRE24 Log Out

Dashboards Menu | ™ Academics Menu | ™ Finances Menu | ™ Actions Menu |

Favorites = Main Menu ~

n Hold: Admissions High School Student
View More Holds

Student Educational
Plan

Find a Class

Make a Payment

1 -
Manage Awards -
To-Do Checklist (-} My Account e g

D Assessment
D Counseling
([ orientation Due now $0.00

More to-do list details Due Iater $0.00 My Advisees o2

You have a past due balance of $0.00 My Schedule

Total due $0.00

E Enroliment Shopping Cart

.laced.edu:8001/psp/eptrg/EMPLOYEE/EMPL/h/| - More account details
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Step Action
10. To change your password, navigate to the Change My Password page.
To do this, click the Main Menu link under the Dashboards Menu.
Main Menu
11. Click the Change My Password menu link.
[Change My Password
Dashboards Menu | ~ Academics Menu | ~ Finances Menu | ~ My Profile Menu | ~ Actions Menu ‘ ~
Favorites » \ MainMenu v > Change My Password
New Window | Help | Personalize Page | B5
Change Password
User ID TRG_SRE24
Description: TRG_SRE24
Step Action
12. Click in the Current Password field and enter your current password.
*Current Password: | |
13. Press [Tab] to advance to the *New Password: field.
14. Enter your new password into the New Password field.
Important:
> Your new password must contain at least seven alphanumeric characters:
numbers, uppercase and lowercase alphabetical characters, and at least one special
character.
> Additionally, you may not use your prior three passwords as your new password.
Press [Tab] to advance to the *Confirm Password: field.
15. Re-enter your new password into the Confirm Password field.
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Step

Action

16.

Click the Change Password button.
| Change Password

osite  LACCD Colleges ~  Email  Online Classrooms ~v 3 ; SRE24  Log Out

LLLLLLL

Dashboards Menu | ™ Academics Menu | ™ Finances Menu | ™ My Profile Menu ™
Favoriesw | MainMend = > Change My Password

New Window | Help | Personalize

Password Saved

V Your password has successfully been changed.

Step

Action

17.

On the Password Saved page, click the OK button to complete the password
change.

18.

Please review the additional topics to learn how to perform further tasks in the
Student Portal.
End of Procedure.
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Navigating the Student Portal
Procedure

In this lesson you will learn to Navigate the Student Portal.

Begin by logging into the portal at mycollege.laccd.edu.

D Hold: Admissions High School Student
\iew More Holds

_ —
*Welcome to LACCD# i '

’l %9:‘. AngelESiGommunity. .C"Uar strict;

|

To-Do Checkiist (-] My Account

[ Assessment

[ counseiing
[ orientation Due now

You have a past due balance of $0.00

More to-do list details T My Advisees

Total due

My Grades -] More account details

My Planner
There are no results to display at this time. Y
More grades etails

E Enroliment Shopping Cart

[ Academic Deadiines
Matriculation Status

_ B2 Email
Assessment Completion : Not Satisfied
My Class Schedule

Orientation Complstion - Not Satisfied
There are no results to display at this time. Il cenvas

Step Action

1. Upon entering the student portal, you will immediately notice that you have many
views to find your information.

1 - Menu buttons (Dashboard, Academics, Finances, My Profile, Actions)

2 - Quick links (Assessment, Orientation, Student Educational Plan, Find a Class,
Make a Payment, Manage Awards, My Schedule, My Advisors)

3 - Quick view information (Holds, To Do Checklist, My Account, My Grades, My
Class Schedule, Financial Aid Awards)
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Academics Menu Finsnces Menu ™ | My Profile Menu |

My Classes Term Information Find Courses
) Hold: Admissions|  Class Schedule Academic Deadlines Browse Courses
\iew More Holds Assignments Exam Schedule Search for Classes
Grades

Records Planning and Progress  Enroliment
Evaluate My Transfer Planner Add Classes
Credit View Assessment Data Drop Classes
Transfer Credit Report  Student Suctess Swap Classes %
Los Angeff  cours= History Academic Requirements  Edit a Class
& Unofficial Transcript Milestones Enraliment Shopping Cart
Request Offcial
Transcript
Enroliment Verification
My Academics

\

Graduation
Apply for Graduation m Manage Awards
D Assessment —\
O caurserrs R
[[J orientation Due now s000 _—

More to-do list details >

e e el

Total due 5000

My Grades -] More account details

5] My Planner
There are no results to display at this time. ‘
More grades details

E Enroliment Shopping Cart

R} Academic Deadiines

_ B2 Email
Assessment Completion : Not Satisfied

Orientation Complstion - Not Satisfied
There are no results to display at this time. Ll cenvas

Action

Click the Academics Menu link to view and access important information such as:

> My Classes

> Records

> Graduation

> Term Information

> Planning and Progress
> Find Courses

> Enrollment

Academics Menu
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Academics Menu Finances Menu |

My Classes
Class Schedule
Assignments
Grades

Term Information
Academic Deadlines
Exam Schedule

D Hold: Admissiens
View More Holds

Records Planning and Progress
Evaluate My Transfer Planner

Credit View Assessment Data

Transfer Credit Report
Gourse History
Unofficial Transcript
Request Official
Transcript

Enroliment Verification
My Academics

Student Success.

Milestanes

Graduation
Apply for Graduation
Graduation Status
[ Assessment
[ counseing
[[J orientation Due now
More to-do list details Due ater

Total due

My Grades (-]

There are no results to display at this time.
More grades details

Assessment Completion :

There are no results to display at this time.

Academic Requirements

Orientation Complei

My Profile Menu

Find Courses
Browse Courses
Search for Classes

Enroliment
Add Classes
Drop Classes
Swap Classes
Edit a Class
Enroliment Shopping Cart

50.00
5000

5000

E Enroliment Shopping Cart
More account details

My Planner

R} Academic Deadiines

B Email

Not Satisfied

Not Satisfied

Il cenvas

Action

The My Classes section of the Academic Menu allows you to view information
pertaining to your Class Schedule and Grades that have been posted by your

instructors

Academics Menu Finances Menu |

My Classes
Class Schedule
Assignments
Grades

Term Information
Academic Deadlines
Exam Schedule

D Hold: Admissiens |
View More Holds

Records Planning and Progress
Evaluate My Transfer Planner
Credit View Assessment Data
Transfer Credit Report Student Success
Course History Academic Requirements
Unofficial Transcript Milestones
Request Official
Transcript
Enroliment Vierification
My Academics

Graduation
Apply for Graduation
Graduation Status

[ counseing
[[J orientation Due now
More to-do list details Due ater

Total due

My Grades (-]

There are no results to display at this time.
More grades details

Assessment Gompletion ©

There are no results to display at this time.

Orientation Completior

My Profile Menu ™~

Find Courses
Browse Courses
Search for Classes

Enroliment
Add Classes
Drop Classes
Swap Classes
Edit a Class
Enroliment Shopping Cart

50.00
5000

5000

E Enroliment Shopping Cart
More account details

My Planner

[ Academic Deadlines

BN Email
Il cenvas

Not Satisfied

Not Satisfied
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Step

Action

The Records section of the Academic Menu allows you to access information such
as Transfer Credit Report, Unofficial Transcript, Request Office Transcript and
Enrollment Verification.

ST DTS FinancesMenu | | My Profile Menu |

My Classes Term Information Find Courses
0 [Hoid: Admissions|  Class Schedule Academic Deadlines Browse Courses N
Assignments Exam Schedule Search for Classes | Assessment
View More Holds

Grades .
r -
—— N
Records Planning and Progress  Enraliment Sl >
Evaluate My Transfer Planner Add Classes
N

Credit View AssessmentDala  Drop Classes

Transfer Credit Report Student Success Swap Classes Student Educalionz|
Course History Academic Requirements  Edit a Class

Unofficial Transcript Milestones Enrollment Shopping Cart _—
Request Official Find a Class >
Transcript

Enroliment Verification
My Academics >

Msake & Payment >
Craduation —_——
Apply for Graduation m Manage Awards >

Graduation Status —
[ counseing pdsSchedus >

Q) onetsion Dus now e ——

More to-do list details

S

N My Aduisees >

Total due

My Grades -] More account details

5] My Planner
There are no results to display at this time. ‘
More grades details

E Enroliment Shopping Cart

[ Academic Deadlines
Matriculation Status

5 BN Email
Assessment Gompletion * Not Satisfied
My Class Schedule

Orientation Completion - Not Satisfied Il canves

There are no results to display at this time.

Step

Action

The Graduation section of the Academic Menu allows you to begin the graduation
process by Applying for Graduation and viewing the Graduation Status.
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Academics Menu My Profile Menu |

My Classes Term Information Find Courses
0 Hold: Admissions|  Class Schedule Academic Deadlines Browse Courses
\iew More Hols Assignments Exam Schedule Search for Classes
Grades

Records Planning and Progress  Enrallment
Evaluate My Transfer Planner Add Classes
Credit View Assessment Data Drop Classes
Transfer Credit Report Student Success Swap Classes
Course History Academic Requirements  Edit a Class
Unofficial Transcript Milestones Enrollment Shopping Cart
Request Official
Transcript
Enrollment \ierification
My Academics

Graduation
Apply for Graduation
Graduation Status
[ Assessment
[ counseing
[[J orientation Due now s000
More to-do list details Due ater 000

Total due 5000

My Grades -] More account details

There are no results to display at this time.
More grades details

E Enroliment Shopping Cart

My Planner

R} Academic Deadiines

_ B2 Email
Assessment Completion : Not Satisfied

Orientation Completi Not Satisfied
There are no results to display at this time. Il cenvas

Step Action

6. The Term section of the Academic Menu allows you to view information pertaining
to Academic Deadlines and Exam Schedules.

4 Log Out

Academics Menu Finances Menu | My Profile Menu

My Classes Term Information Find Courses
0 Hold: Admissions|  Clsss Schedule Academic Deadlines Browse Courses
\iew More Holds Assignments Exam Schedule Search for Classes
Grades

Records Planning and Progress ) Enroliment
Evaluate My Transfer Planner Add Classes
Credit View ssessment Data | Drop Classes
Transfer Credit Report Student Success Swap Classes
Los Ang Course History Academic Requirements || Edit a Class
Unofficial Transcript Milestones Enrollment Shopping Cart
Request Official
Transcript
Enrollment Verffication
My Academics.

Graduation
Apply for Graduation
Gradustion Status
[ assessment
[ counseling
[[] orientation Due now 5000
More to-do list details ErsiEEr S0.00

Total due 50.00

My Grades ] More account details

. My Planner
There are no results to display at this time.
More grades details

& Envoliment Shapping Cart

[ Academic Deadines

_ B2 Email
Assessment Completion : Not Satisfied

Orientation Complefi Not Satisfied el ceanvas

There are no results to display at this time.
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Step Action

7. The Planning and Progress section of the Academic Menu allows you to view

information such as your Planner (Student Education Plan or SEP), Student Success
page, and Milestones (Prerequisites).

COD T Finances Menu | | My Profile Menu |

My Classes Term Information Find Courses
0 [Hoid: Admissions|  Class Schedule Academic Deadlines Browse Courses |
Assignments Exam Schedule Search for Classes
View More Holds

Assessment >
Grades —
Records

r -
Planning and Progress  Enraliment Sl
Evaluate My Transfer Planner Add Classes

S
s

Credit View AssessmentDala  Drop Classes

Transfer Credit Report Student Success Swap Classes SR Eduatopal
Course History Academic Requirements  Edit a Class

Unofficial Transcript Milestones Enrollment Shopping Cart e ——

Request Official Find a Class >
Transcript

Enrollment Verification

My Academics >

Make a Payment >
Graduation
To-Do Checkiist Apply for Graduation m Manage Awards >
Graduation Status —
[ Assessment

[ counseing piScisiug

() orentaon Dus now e ——

. . -
More to-do list details E—

My Advisees >
Total due
E Enroliment Shopping Cart
My Grades -} More account details

5] My Planner
There are no results to display at this time. ‘
More grades details

[ Academic Deadlines
Matriculation Status

5 BN Email
Assessment Gompletion * Not Satisfied
My Class Schedule

Orientation Completion - Not Satisfied
There are no results to display at this time.

Il cenvas

Step Action

8. The Find Courses section of the Academic Menu is your link to the school course
catalogs. In this section you can Browse Courses or Search for Classes.

When browsing the catalog, you will be able to view courses across all campuses of
LACCD. This allows you to select the class that best meets your schedule.
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Dashboards Mend |~ BCC DU D LS | Finances Menu | | My Profile Menu |
Favorites = | Main Menu =
My Classes Term Information Find Courses
O Hold: Admissions|  Cless Schedule Academic Deadlines Browse Courses

i S
\iew More Holds Assignments Exam Schedule Search for Classes
Grades

Records Planning and Progress  ff Enraliment

|
'

Evaluate My Transfer Planner Add Classes ~

Credit View Assessment Data | Drop Classes

Transfer Credit Report Student Success Swap Classes

Ange Course History Academic Requirements | Edita Class

Unofficial Transcript Milestones Enrollment Shopping Cart

Request Official

Transcript

Enrollment Vierificalion

‘ My Academics

Graduation
To-Do Checkiist Apply for Graduation
Graduation Status
[ Assessment
[0 counseing
[[J orientation Due now 50.00
More to-do list details Due er

Total due 5000

My Grades -] More account details

There are no results to display at this time.
More grades details

Matriculation Status

Assessment Completion : Not Satisfied
My Class Schedule

Orientation Completion - Not Satisfied
There are no results to display at this time.

{l I}

v

Student Educational

|

Find & Class.

v

Make 2 Payment

S

Manage Awards.

v

My Schedule

|V

o

My Advisees

E Enroliment Shopping Cart
My Planner

[ Academic Deadiines
B Email

Il cenvas

Step

Action

The Enrollment section allows you to request classes for the upcoming semester
during your pre-enrollment appointment, and to add,

current semester during the add/drop period.

There are three basic steps to adding a class:

1. Select a Class (and set Enrollment Preferences);
2. Confirm Your Request; and

3. Finish Enrolling.

You can enter your classes one at a time (i.e., enter your highest priority class first
and complete all three steps, then do the next class, etc.) or enter all of your classes
in the “shopping cart” and then complete steps 2 and 3. Just remember that your

drop or swap classes for the

request is not submitted until you’ve completed step three.
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Dashboards Menu | ! My Profile Menu
Favorites = | Main Menu =
My Account Tax Information
@ Hold: Admissions High School Student Account Activity Miew 1098-T

\iew More Holds
Electronic Payments  Financial Aid

Make & Payment View Financial Aid
Student Permission AcceptiDecline Awards

‘Welcome to L e
!a %9:‘. AngelESiGommunity’ .C"Uar

il

To-Do Checkiist e My Account e
[ Assessment
[ counseing
[ orientation Due now s0.00

More to-do list detits - s000 L ASes)

You have a past due balance of $0.00

Total due 5000

My Grades -] More account details

My Planner
There are no results to display at this fime. v
More grades details

E Enroliment Shopping Cart

[ Academic Deadlines
Matriculation Status

B Email

Assessment Completion : Not Satisfied
My Class Schedule

Orientation Complstion - Not Satisfied
There are no results to display at this time. Il cenvas

Step

Action

10.

Click the Finances Menu link to view and access important information such as:

> My Account

> Electronic Payments
> Tax Information

> Financial Aid

Finances Menu |~

11.

The My Account section of the Finances Menu is your link to view all financial
account activity on your account.

12.

The Electronic Payments sections of the Finances Menu allow you to Make
Payments and assign Student Permissions.

13.

The Tax Information section of the Finances Menu allows print a copy of the IRS
1098-T form.

14.

The Financial Aid section of the Finances Menu allows you to View Financial Aid
as well as Accept and Decline your awards.
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asboarts e | My Pt e |~

Favorites = | Main Menu ~
Personal Information Email Address
D Hold: Admissions High School Student Addresses Emergency Contacts
1 Names Demagraphic Information
Ethnicity User Preferences
Phone Numbers FERPA Restrictions

\iew More Holds

Participation
Extracurricular Activities
Honors and Awards

Credentials

Share My Information
Languages

Work Experience

To-Do Checkiist e My Account e
[ Assessment
[0 counseing
[[J orientation Due now s000

More to-do list details

You have a past due balance of $0.00

Due later 5000

Total due 5000

My Grades -] More account details

There are no results to display at this time.
More grades details

E Enroliment Shopping Cart

My Planner

[ Academic Deadlines
Matriculation Status

_ B2 Email

Assessment Completion : Not Satisfied

My Class Schedule

Orientation Completion - Not Satisfied ol canues

There are no results to display at this time.

Step Action

15. Click the My Profile Menu link to view and access information pertaining to your
personal information such as:

> Personal Information
> Credentials
> Participation

My Profile Menu |

16. The Personal Information section of the My Profile Menu allows update your
Addresses, Name, and Phone Numbers.

17. The Credentials section of the My Profile Menu allows you to update the
following:

> Share My Information
> Languages

> Work Experience

> Email Address

> Emergency Contacts
> User Preferences

> FERPA Restrictions

18. The Participation section of the My Profile Menu allows you to view your
Extracurricular Activities and Honor and Awards.
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Dashboards Menu | ™ | AcademicsMenu ™ | FinancesMenu | ™ Actions Menu | ™

Favorites = | Main Menu =
View My Current Schedule

D Hold: Admissions High School Student View My Planner

View More Holds Enroll in Courses
wups - View My Assignments.

T View My Grades

*Welcome to LACCD i’ ~ -

b o B Request Offiial Transcript
’l “ os AngelE=SiGommupity Colley strict
‘ T *| Request Enroliment Verif.
Apply for Gradustion

| AcceptiDecline Awards

Make a Payment
Edit My Personal Information

[ Assessment

[ counseing Orientation
([ orientation BT

More to-do list details

You have a past due balance of $0.00 | 1° D% List

Due later

Total due
E Enroliment Shopping Cart

My Grades -] More account details

My Planner
There are no results to display at this time. ’
More grades details
[ Academic Deadlines
Matriculation Status
N B2 Email
Assessment Completion © Not Satisfied
My Class Schedule

Orientation Complstion - Not Satisfied
There are no results to display at this time. Il cenvas

Step Action

19. Click the Actions Menu link for quick links to the things you will do the most.
These links will place you on the same work pages that the Academics Menu,
Finances Menu, and the My Profile Menu do.

Actions Menu b

20. Just below the main menus, is a notification bar that provides information regarding
any "Holds" that you may have on your account.

If the bar is red with a [!] Hold indicator, you can click on the bar to open the
reason for the hold. Once you have cleared the hold(s), the bar will be green and
state that there are no holds on your account.

Note: there will be an indicator for each "Hold" on your account. Additionally, you
can click on the View More Holds link to see any holds that are not presented on
the home page.
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Dashboards Menu ™ | Academics Menu Finances Menu

Favorites = | Main Menu =

@ Hold: Admissions High School Student
\iew More Holds

To-Do Checkiist (-] My Account

[ Assessment You have a past due balance of $0.00
[0 counseiing

[[J orientation Due now s0.00

More to-do list details

Due later 5000

Total due 5000

E Enroliment Shopping Cart
My Grades e More account details

My Planner
There are no results to display at this time. v
More grades details

[ Academic Deadiines
Matriculation Status )

_ B2 Email
Assessment Completion : Not Satisfied

Orientation Complei

Not Satisfied
There are no results to display at this time. Il cenvas

Step

Action

21.

Click the Holds bar to open and view the reason for the hold.
n Hold: Admissions High School Student

Holds

Admissions High School Student

High School Student - Class registration for high school students is limited to those
classes recommended on the Supplemental Application K-12 form. A new K-12 form is
required every term. Contact the Admissions and Retords Office at your coliege for
details. Class regisiration is not permitied until this form is received
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Step Action

22. After viewing the information for removing the hold, click the x button to close the
popup window.
x

23. Clicking the View More Holds link opens the Your Holds page which will provide
all holds.

fiew hMore Holds

Dashboards Menu |~ | AcademicsMenu ' | FinancesMenu | | MyProfleMenu

Favorites = | MsinMenu ~ > CSSeffSevicelinks~ > CS SelfSenvicelinks~ > Holds

Marquis Smith @ to =®

Your Holds

Step Action

24. The Your Holds page provides an overview of:

> Hold Item - the reason for the hold

> Amount - dollar amount, if any, associated with the hold

> Start Term - the term the hold starts

> End Term - the term the hold ends, if known

> Start Date - the date the hold starts

> End Date - the date the hold ends, if known

> Department - the department that issued the hold and that is responsible for
releasing the hold

Click on the desired Hold Item link to open and review the hold information.

Admi==ions High
Schoo] Student
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Dashboards Menu |~ | AcademicsMenu ™ | Finances Menu
Fawries~ | MeinMeny - > CSSelfSevielie~ > CSSafSevicalinks~ > Hokis
Your Holds
Hold Ttem

Marquis Smith
Admissions High School Student
Reason and Contact

Description: L Community Collsgs Distict
StartTerm 5016 Winter

StartDste  0U04/2046

Resson:  Continuing High Schoal Student
Depsrtments LACCD Admissions & Recards
Contact:

Instructions

Step Action

25. Upon reviewing the hold information and instructions for removing the hold, click
the Return button to return to the Your Holds page.

Retum |

Manage Awards >
To-Do Checklist o My Account e 9 ‘ -
I

(] Assessment You have a past due balance of $0.00 My Schedule | >
D Counseling

e
([ orientation Due now $0.00 -_

L d0 I i 3

More to-do list details R e My Advisees | >
I —

Total due $0.00

E Enroliment Shopping Cart

My Grades - More account details

. . % My Planner
There are no results to display at this time.
More grades details
fE] Academic Deadiines

Matriculation Status

B Email
My Class Schedule Available Transcripts (-]
There are no results to display at this time. Number of Free Transcript/Enroliment E Canvas

IMore schedule details Verification Copies [£)

Il eTudes

Application Status [+
My Financial Aid (]

Award Offered Accepted

Step Action

26. Additionally, if you scroll down the page, you will see quick view information on
your account.
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Step

Action

27.

Quick view sections include:

> To-Do Checklist - provides a list of items that require attention. Once an item has
been completed, it will be removed from the checklist. Checklists may be added by
the Admissions, Counseling, and Financial Aid departments.

28.

> My Account - details any money due. Clicking on the More account details link
will open the Account Summary page.

LACCD Website LACCD Colleges ~» Email Online Classrooms Wel 24 Log Out

Dashboards Menu | ™ Academics Menu | Finances Menu | My Profile Menu |

Favorites » Main Menu ~ > CS8 Seff Service Links v > C8 Self Service Links v > Account Activity > Account Inquiry

Marquis Smith g0 to o =®

Account Inquiry MElmmnic Paym:nl-!Pun—.nuuM Account Services 1

| summary || activity || chargesdue |  payments | pendingaid |

Account Summary

@ We are unable to display your account at this time. To access this
information, contact the Bursar’s office to complete your account profile.

Financial Aid

Account Inquiry  Electronic
Summary Activity Charges Due Payments Pending Aid

woto =&

Step

Action

29.

The Account Summary page provides detailed account information. Click on the
appropriate tab to view the information:

> Summary

> Activity

> Charge Due

> Payments

> Pending Aid
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Find a Class |

S,

Make a Payment ‘ >

Manage Awards
To-Do Checkiist - My Account 9 ‘

D Assessment

N,

I

You have a past due balance of $0.00

Schedule >
D Counseling My ‘ >
D Orientation Due now $0.00
-do i il -
More to-do list details EToEEr $0.00 My Advisees ‘ -
Total due $0.00

E Enroliment Shopping Cart
My Grades ) More account details

. . My Planner
There are no results to display at this time.

More grades details
m Academic Deadlines

Matriculation Status [+]
Ne—— ]
B Email
My Class Schedule (- Available Transcripts (]
There are no results to display at this time. Number of Free Transcript/Enroliment & canvas
IMore schedule details Verification Copies [F)

I eTudes

Application Status (]

Award Offered Accepted

Step

Action

30.

> My Grades - details all grades posted by your instructors on a Mid-Term or Final
grade basis.

> My Class Schedule - provides a quick view of your class schedule. To view
additional class schedule information, click the More schedule details link.

Find a Class [
Make a Payment ‘ 5
Y
To-Do Checklist e My Account e Manage Awards | >
D Assessment You have a past due balance of $0.00 My Schedule ‘ >
D Counseling
D Orientation Due now $0.00
-do i . N
More to-do list details Due later $0.00 My Advisees ‘ >
Total due $0.00

E Enroliment Shopping Cart

My Grades (-} More account details

There are no results to display at this time.
More grades details

fE] Academic Deadiines

Matriculation Status [+]

=4 Email
My Class Schedule ) Available Transcripts
There are no results to display at this time. Number of Free Transcript/Enroliment E Canvas

More schedule details Verification Copies [EJ)

I eTudes

My Financial Aid (]

Award Offered Accepted
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Step Action
31. > Available Transcripts - details the number of available free transcripts you still
have.
Make a Payment | >
g’ézij:;‘ You have a past due balance of $0.00 My Schedule Lo
([ orientation Due now $0.00
More to-do list details EToEEr 20.00 My Advisees | >
Total due $0.00
E Enroliment Shopping Cart
More account details
There are no results to display at this time. My Planner
More grades details _—
EH Academic Deadlines
B Email
There are no results to display at this time. E Canvas
More schedule details
I eTudes
My Financial Aid
Offered Accepted
More financial aid details
Step Action
32. > My Financial Aid - details all financial aid awards offered and accepted by you.
You can view additional information regarding your financial aid packages by
clicking on the More financial aid details link.
33. The Financial Aid page provides information on the financial aid by aid year.
Click the 2018 link to view information for the available aid.
Road
34. The Award Summary page provides detailed information on all aid for the selected

year.

View the Accepting and Declining Financial Aid Awards for instructions on
financial aid awards.
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Dashboards Menu

e || s

) Hold: Admissions High School Student
View More Holds

L
*Welcome to LACCD+ i '

i %u—: AngelESGommunity’ C';lla: strict)

[ assessment You have a past due balance of $0.00
[ Counseting
[0 orientation Due now 5000
Mare to-do lst details Do ter .
Total due 50.00

My Grades ]

There are no results to display at this time.
More grades details

Matriculation Status

Assessment Completion

My Class Schedule

Orientation Completion -
There are no results to display at this time.

More schedule details Gounseliing Compietion :

Maore account details

Not Satisfied

Not Satisfied

Not Satisfied

Assessment >

Orientation >

Student Educational >

|

Find a Class. >

Mske & Payment >

Manage Awards. >

My Sthedule >

My Advisees >

E Enroliment Shopping Cart

My Planner

Aeademic Deadiines
B Email
L canvas

E eTudes

[

Step Action

35. Down the right-hand side of the home page screen are additional quick links to those
items listed in the Main Menu buttons that you will frequent the most.

A few of the links include:
> Assessment

> QOrientation

> Student Education Plan
> Find a Class

> Make a Payment

> Manage Awards

> My Schedule

> My Advisees

> Academic Deadlines

> Email

> Canvas

> eTudes

Page 24




East Los Angeles Callege
Los Angeles City College.

| Los Angeles Harbor College

Favorites - |

0 Hold:

\iew More H

Los Angeles Mission College
Los Angeles Southwest College.
LA Trade-Technical College
Los Angeles Valley College
Pierce College

West Los Angeles College

Finances Menu |

Training Guide
Student Portal

)
‘Welcome toLACCDw -, =

i "iy:‘.,‘mg':l':: mmufiity College District d

[ Assessment

[0 counseiing

[ orientation Due now
More to-do list details

You have a past due balance of $0.00

Due later

Total due

My Grades (-]

There are no results to display at this time.
More grades details

E Enroliment Shopping Cart
More account details

My Planner

R Asademic Deadiines
Matriculation Status

B Email
Not Satisfied

Il cenvas

Assessment Completion :
My Class Schedule
Orientation Completion - Not Satisfied
There are no results to display at this time.

Step

Action

36.

On the top banner of the page, click the LACCD Colleges link to jump to the
LACCD College home pages.

37.

Clicking on the school banner at any time while in the student portal will redirect
you back to your home page.

Click the ELAC Logo link.

38.

Please review the additional topics to learn how to perform further tasks in the
Student Portal.
End of Procedure.
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Viewing Your Student Ed Plan
Procedure

leges ~ Email Online Classrooms

Dashboards Menu ~ Academics Menu a2 Finances Menu a2 My Profile Menu

Favorites = ‘ Main Menu ~

There are no holds at this time.

wight =
Welcome to LACG«D’

Angeles Communit ege. L:-AM
g b d

To-Do Checklist My Account

There are no to-do list items at this time. You have a past due balance of $0.00
More to-do list details

Due now $0.00
Due later $0.00

My Grades Total due $0.00

There are no results to display at this
time. More account details & Enroliment Shopping Cart

More grades details

My Planner

Matriculation Status Academic Deadlines
p: .laccd.edu:8001/psp/eptrg, OYEE/HRMS/c/SA_LEARNER_SERVICES.555_MY_PLANNER.GBL?psinkid=LAC_STONT_ED_PLAN | ... ..o

Step Action

1. From the Actions Menu, click the Student Educational Plan button.
Student

Educational Plan
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Email  Onine C

Favorites = Wain Menu~

lise Estrada

[———— | e =

my planner shopping cart course history

My Planner

||

Delete all courses in Planner: DELETE ALL

Add courses to Planner using:

T 2017 Fall

Units |Delete |Reason Taken |Note

 [AoMaus

= Intro Adm Justice 3.00 T |certReq spring

I [AoMY5 | concepycriminal Law 300 |
Move selacted courses to Term —1 . move

Units [Delete [Reason Taken [Note

| ADM Jus.
005
DM JUs
o008

Criminal Tnvest son| @

| Juvenile Procedures  |3.00 i}

Move selected courses

DM Jus.

eqal Aspts Evidence
oen Leqal Aspts Evid

Step Action

2. The My Planner page is viewed.

3. Use the scrollbar to scroll down that page to view all terms of your Student Ed Plan.

4. Your Planner provides a breakdown of courses and terms you worked on with your
counselor.

Email  Onine

Favorites = Wain Menu~

lise Estrada

[———— | e ]

oy panmer T I e |

My Planner

||

Delete all courses in Planner: DELETE AL

Add courses to Planner using:

T 2017 Fall

Reason Taken |Note

DM Jus.
I

ey Intro Adm Justice (3,00 [ |certReq spring

I [AoMY5 | concepycriminal Law 300 |
Move selacted courses to Term —1 . move

Units [Delete [Reason Taken [Note

 |pomaus

A0 Criminal Tnvest son| @

 [AoMaus

2 ile Proced ¥
A0 uvenils Procedurss (300 | [

Move selected courses -

 [pomaus
003

Legal Aspts Evidence "
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Step Action

5. To view course information on your planner, click the desired course name link.

Intro Adm Justice

s v Emal Onine Classrooms

Dashboards Menu ™
Favorites = Wain Menu ~

lise Estrada

Searsh

| oy planner

My Planner

Course Detail

ADM JUS 001 - Introduction To Administration Of Justice

Course Detail

Career
Units.
Grading Basis
Course Components
Campus
‘Academic Group
Academic Organization
Description

Introduction To Administration Of Justice

Step Action

6. The Course Detail page is viewed.
Notice the message stating that the course has not been scheduled.

Additionally, the message states that the course is listed on your planner and the
term it is associated to.

7. Click the Return to My Planner link to return to your planner.

Return te My Planner
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LACCD Webste LACCD Colleges »  Email  Onine Classrooms v

Dashboards Menu =
Favorites = Wain Menu ~

lise Estrada

Searsh

| oy planner

My Planner

S |

Delete all courses in Planner: DELETE ALL

Add courses to Planner using:

Units Reason Taken |Note

| ADM JUS.
001
| ADM JUS.
002

Intro Adm Justice ! CertReq spring

| Concept/Crimina! Law

=] [ move |

Units [Delete [Reason Taken [Note

[~om 2us
A0 Criminal Tnvest son| @m

oS |, e pacetiree [300 | B

Move selected courses

DM Jus.
002

Leqal Aspts Evidence |3,

Step Action

8. To register for classes on your Planner, click the Browse Course Catalog button
and search for your classes.

Make note of the Course name and number. This will make searching for your
courses easier.

BROWSE COURSE CATALOG

9. Review the Browsing the Course Catalog and the Enrolling from the Planner to
learn how to register for classes.

Click the my planner link to return to your planner.

my planner

10. Important: Prior to making any changes to your Planner, contact your counselor to
review the proposed changes. Any changes to your Student Ed Plan can have an
impact on your Financial Aid package.

11. You have successfully Viewed Your Student Ed Plan.
End of Procedure.
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Using Self-Service to Update Your Information

Procedure

In this lesson you will learn how to use the Self-Service option for updating your information.
Using the Self-Service feature allows you to make changes directly through the Student Portal
instead of going into the Admissions office.

LACCD Website LACCD Colleges ~» Email Online Classrooms W AG_SRE24 Log Out

b\\ll]///

=

= East

LOS ANGELES
LTS

Dashboards Menu | ™ Academics Menu ~ Finances Menu | ™~ My Profile Menu v

Favories= | MainMenu ~

Personal Information Email Address
B Hold: Admissions High School Student Addresses Emergency Confacls

View More Holds Names Demographic Information
Ethnicity User Preferences
Phone Numbers FERPA Restrictions
Credentials Z;"'c'p"_""l" .
Share My Information racurmeuiar Activiies

Honors and Awards
Languages

Work Experience

e Make a Payment >
Y
To-Do Checklist -] My Account o) IManage Awards >
D Assessment Y
'ou have a past due balance of $0.00 My Schedule >
D Counseling
D Orientation Due now $0.00
. ; X N
More to-do list details Due later $0.00 My Advisees -
Total due $0.00
E Enroliment Shopping Cart
>

On the Menu bar, click on the My Profile Menu dropdown link.

My Profile Menu | v

Click the Demographic Information link.

bemw raphic | nfnrmating‘

Page 30




Training Guide
Student Portal

/ebsite LACCD Colleges ~» Email Online Classrooms ~ v RE24  Log Out

Dashboards Menu | ™ Academics Menu | ™ Finances Menu | ™ My Profile Menu | >

Favorites ~ ‘ MainMenu -~ > CSSelfServicelinks~ > CSSelfService Links~ > Demographic Information

Marquis Smith ® A
f Personal Information || Security i Credentials I Participation 1

‘ addresses H names H phone numbers. || email addresses || internet addresses || contacts H H ethnicity || ethnicity

Demographic Information

® 880121558
Gender Male

Date of Birth 09/20/2000
Birth Country United States
Birth State

Marital Status. Unknown

Military Status

National Identification Number
Country National ID Type  National ID
United States. ssn 00K XX-XK

Citizenship Information

Description Native Country United States
Driver's License
License # Country State

Visa or Permit Data

https://(stmg.la((d‘Edu:gﬂﬂllpsdcslrg/EMPLDVEE/HRMS/dCC_PORTFOLIO.SS_CC_ADDm v
Step Action
3. Your biodemo or demographic information is viewed.
Review the information prior to making changes.
Click the addresses tab to update your address.
4, To add a new address to your record, click the Add a new address button.
| App A NEw AppRESs |
5. Enter the new address into the appropriate fields.
Click the OK button.
6. Select the appropriate label for the new address.
In this example, click the Mail option.
D Mail
7. Note the date the address will take effect. If necessary, change the effective date.
Click the Save button.
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Step

Action

8.

Note the Save Confirmation which verifies the address has been added/changed.

Click the OK button.

If you just need to change an address, you can click on the edit button next to the
address to be changed.

Click the Edit button.

10.

Update the address as required.

Click the OK button.

E

11.

To change your preferred name, click the names tab.

H

12.

On your student records, you have the option of changing your "Preferred" name.
This name is the one you want to be addressed as.

To change the "Primary" name on the record you must bring the appropriate legal
documentation supporting the change to the Admissions office of your college.

13.

To change the Preferred name, click the Edit button on the Preferred row.
| edit |

14.

Update the name as required. If necessary, change the effective date.

Click the Save button.

15.

Note the Save Confirmation which verifies the preferred name has been changed.

Click the OK button.

16.

To update or add phone numbers, click the phone numbers tab.

17.

To change the existing phone number, highlight the phone number to be changed,
delete and enter the new phone number

Click the Save button.

| SAVE |

Page 32




Training Guide
Student Portal

Step Action

18. Note the Save Confirmation which verifies the phone number has been saved.
Click the OK button.

19. To add additional phone numbers, click on the Add A Phone Number button and
enter the phone number.

20. To update or add email address information, click the email addresses tab.
21. The @student.laccd.edu email address is the default/preferred email address

associated with your records. You can add additional email addresses so that college
information is also sent to those email addresses.

22. Update the email address as required.

To add additional email addresses, click the Add an Email Address button and
complete the form.

Click the Save button.

| SAVE |

23. Note the Save Confirmation which verifies the email address has been saved.
Click the OK button.

24. Click the emergency contacts tab.

emergency contacts

25. Click on the Add an Emergency Contact button to add emergency contact
information. This information is important because if there is an emergency
concerning you, this provides a first point of contact.

Click the Add an Emergency Contact button.

| ADD AN EMERGENCY CONTACT |

26. Complete the form by entering the following information:

> Contact Name

> Select the contact relationship

> Select if the Contact's Address is the same or click Edit Address to add a different
address.

> Other Telephone Numbers, select the Phone Type and enter the phone number

217. To add additional phone numbers, click the Add a Phone Number button.
| App A PrONE Numeer |

28. Add more phone numbers as required. Once you have added all emergency contact
phone numbers, click the Save button.

| SAVE |
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Step Action
29. Note the Save Confirmation which verifies the emergency contact information has
been saved.
Click the OK button.
30. To update Security information, including FERPA, click the Security tab.
Security
31. Click the ferpa restrictions link.
32. On the FERPA Restrictions page, click the Edit FERPA/Directory
Restrictions button.
| EDIT FERPA/DIRECTORY RESTRIGTIONS |
33. Click the Restrict All button.
34. Click the Save button to save and update your record to include FERPA restrictions.
35. Note the Save Confirmation which verifies the FERPA Restrictions information has
been saved.
Click the OK button.
36. Click the Credentials tab to update personal information such as Languages and
Work Experience.
[ Credentials |
37. Creating a Work Experience resume in your record provides valuable information.
Click the Add a work experience button.
|ADD A WORK E}{F'ERIENC.El
38. Complete the Work Experience - Employment Details page. Complete the
employer name, job description, start and end dates, and add any appropriate
attachments.
Upon successful completion of the file, click the Save button.
SAVE
39. After saving the page, to return to the previous page, click the Return to Work

Experience Summary link.

T = -
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Step Action

40. Click the Participation link.

[ Participation |

41. Click the Participation tab to view Extracurricular Activities and Honor and
Awards.

[ Participation |

42. Click the extracurricular activities tab to view your extracurricular act ivies.
extracurricular activities ]

43. Click the academic honors and awards tab to view your Honors and Awards.
academic honors and awards |

44, Click the College banner to return to the Home Page.

iJ
Wy

g mgEs

45. Please review the additional topics to learn how to perform further tasks in the
Student Portal.
End of Procedure.
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Using the Academics Menu

Browsing the Course Catalog

Procedure

LACCD Website LACCD Colleges ~+ Email Online Classrooms Welcome, TRG_SRE24 Log Out

\\u‘/,(

»
=

E: T
Los »wm.sa
COLLEGE

Dashboards Menu |~ [ENEREITEVEN Finances Menu ~ My Profile Menu |

Favorites v | Main Menu =

n Hold: Admissions High School Student

Assessment | >
View More Holds
e
- _—
Orientation >
Welcome to,L A —
‘Student Educational | >
LOSIANgelesiCommunity College Di |
'Y —_—
Find a Class >
I
Make a Payment | »
e
Manage Awards >
To-Do Checkist e My Account -} & | &
e
(0 Assessment You have a past due balance of $0.00 My Schedule >
D Counseling
I
[ orientation Due now $0.00 —_—
-do My Advi >
More to-do list details Due later $0.00 ly Advisees | b
I —
Total due $0.00
E Enroliment Shopping Cart
Jaccd.edu8001/psp/ep OVEE/EMPUh/mH More account details -

Click the Academic Menu button.

Click the Browse Courses link.

Browse Courses

The Browse Course Catalog page Course List page appears with the list of courses
arranged alphabetically.

Select the first letter of the course name to search for the class.

In this example, we will search for a Math 125 class.

Click the M link.
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Step Action
5. Notice the page is updated with all classes beginning with the letter selected.
Click the Math triangle button to open and view all math classes offered by all nine
LACCD colleges.
>
6. When you have located the desired class, click on the link to view detail information
regarding the class.
Intermediate Algebra
i2
*** yigw multiple offerings
Dashboards Menu | ™ Academics Menu | ™ Finances Menu | ™ My Profile Menu ™
Favorites ‘ Main Menu - > CS5SelfService Linksv > CS SelfService Links » >  Browse Courses
Marg Smith T ) =
|[ Search Wf Plan ]H Enroll .]f My Academics W‘
Browse Course Catalog
Select Course Offering
MATH125 - Intermediate Algebra
SN . | F— Academic | . ) Enroliment
Group | L
Step Action
7. The Select Course Offering page will provide information on the Campus offering
the class and by clicking on the desired campus location or Enrollment Requirement
link; you will view additional information regarding the course.
8. The Course Detail page provides information on any prerequisites required for the

course.

Click the view class sections button to view days and times the class is offered.

view class sections I
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Step

Action

9.

To view additional information on the course, click the desired section 1D and
number link.

COo3-LEC (24923)

10.

Detailed information includes:
> Days & Times of class

> Room location

> |nstructor name

> Meeting Dates

> Class Capacity size

> Available Seats to enrollment
> Wait List Capacity and Total
> Description of the class
Release the mouse button.

11.

To go back to the previous page, click the Return to Browse Course Catalog link.

Return to Browse Course Catalog

12.

You can now view other course detail information by clicking on the desired
hyperlink.

LACCD Website LACCD Colleges ~» Email Online Classrooms

Dashboards Menu | ™ Academics Menu | Finances Menu | ™ My Profile Menu

Favorites Main Menu ~ > CSSelfService Links~ > CS SelfService Links » > Browse Courses

. 08/28/2017 - e 5
: : - Hector Plot %
MOTUW=Th S:00AM 10:104M City-FH 121 or Plotauin 5522017 x*
CO4-LEC (24925) Session status
Coa-LEC (24825) 1 @
Section  Short - Description -
Section  Sho™'  Short2 ToBe Arranged Description Instructor o
08/28/2017 -
: : - Hyung K
MOTUWTh 10:35AM 11:45AM City-Fi 102 Hyung Kim bt
Cos-LEC (24928) Session status
cos-LEC (24828) 1 @
Section Short Short oo ipti
Details Desc 2 = Part 1
08/28/2017 -
: : - Andravs England
MoTuWeTh 12:10PM 1:20PM City-FH 116 rev England 7225207

viewal W isorz O s

tion_wit iin0, DERIVED_SAA_CRS_RETURN_PB$1638); -

Step

Action

13.

To go back to the previous page, click the Return to Select Course Offering link.

Return to Select Course Offering
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LACCD Website LACCD Colleges ~» Email Online Classrooms e RE24  Log Out

Dashboards Menu | ~ Academics Menu Finances Menu My Profile Menu
Favorites MainMenu~ > CSSelfServicelinks~ > CSSelfSenvicelinks+ > Browse Courses
O |ood [imsis  (Bes  |Mothemoues ELAC HATE 123 B
Reguirements
College College
= Instructional Instructional ITV MATH 125
Credit |T-—————— r— mv o r——
g = |Tele: on Television — Reguirements
LA Trad LA Trade-
[ gredit Technical Technicsl Mathematics LATTC MATH 123
Reguirements
College College
O] Los Angeles Los Angeles LACC MATH 125
Credit 2= f~ndees  Los Anasles T/eT/EL S == AT RES
U == City College City College
a Los Angeles  |Los Angeles , LAHC MATH 125
Lrecit Msth/ Technology
b oredit e Collece Harbor College [2th/Technalo Requirements
= ;‘Dsﬁﬂ :Fﬂﬁ Math, Comp. Sci. and LAMC MATH 125
T feslen Engin Reguirements
College college
B Los Angeles  |Los Angeles
B |credt Lasc ATk 120
Credit equirements
Collece College
B e os Angeles  |Los Angeles X
Los A 1 Los A 1 LAVC MATH 125
<redit Valley College \valley College Reguirements
O Los Angeles LAPC MATH 125
[ credit |plerce Collsge ko3ARmgeles . LAPC MATH 123
Pierce College Requirements
West Los West Los
West Los West Loz WLAC MATH 125
Credit |Angeles Angeles Mathematics Feouirements
Eeouirements.
College college
Ao To Puanner
Return to Course List
Search plan Enroll My Academics
Search For Classes Browse Course Catalos
tion_wi in0, DERIVED._S55_S. -

Step Action

14. Click the Return to Course List link to return to the previous screen and continue
searching for classes.

Eeturn to Course List

LACCD Colleges ~» Email Online Classrooms E24  Log Out

Dashboards Menu | ~ Academics Menu Finances Menu | ~ My Profile Menu

Favorites ‘ Main Menu - > CS5SelfService Links~ > CS SelfService Links » >  Browse Courses

Marg Smith [goto. v ®
f search i Plan I Enroll I My Academics |
| search for classes. || browse course catalog ‘

Browse Course Catalog

Course List

ABCDEFGHIJKL[NOPQRSTUVWXYZ
01234567839

Cotiarse AL Exeand Au AoD To PLanner

Select subject code to display or hide course information.

> MARKET - Marketing

P MATH - Mathematics

> - ycle Repair

D MEDIART - Media Arts

tion_wi in0, DERIVED _SS5.. e
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Step

Action

15.

Navigate to the top of the Course List page and select the letter to search for your
next course.

Click the E link.
E

LACCD Website LACCD Colleges +» Email Online Classrooms v ‘Welcome, TRG_SRE24 Log Out

Dashboards Menu | ™ Academics Menu | Finances Menu | ™ My Profile Menu | ™"

Favorites v ‘ MainMenu~ > CSSelfServiceLinksv > CSSelfServicelinks» > Browse Courses

Marg Smith lote  TI® -
[ Search i Plan I Enroll I My Academics |

| search for classes I browse course catalog |

Browse Course Catalog

Course List

ascoB@rerniskLfNoPaAarRSTUVW XY Z
01234567889

Covtapse At Exeand AL 205 To Pusnzn |

Select subject code to display or hide course information.

[ MARKET - Marketing

¥ MATH - Mathematics

Select Co Titl
Nb
=] 001 |Introduction To College Math ics 1
Introduction To College 1A
001A

view multiple offerings
tion_win0{doc in0, DERIVED_SS5_BCC_SSR_ALPHANUM_E; L1 B -

Step

Action

16.

Click the Chrome Legacy Window object.
N E [

17.

Notice the page is now updated with all classes beginning with the letter selected.

Click the ECON - Economics triangle button to open and view all economics
classes offered by all nine LACCD colleges.

[+ E

18.

You have successfully Browsed the Course Catalog.
End of Procedure.
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Enrolling from Planner

Procedure

LACCD Website LACCD Colleges ~» Email Online Clas 5 Welcome, TRG_STUDENT Log Out

& raccp

Dashboards Menu v Academics Menu Finances Menu v My Profile Menu v Actions Menu v

There are no holdsa My Classes Term Information Find Courses
Class Schedule Academic Deadlines Browse Courses
Assignments Exam Schedule Search for Classes
Grades
Records Planning and Progress Enrolliment
Evaluate My Transfer Planner Add Classes Educational
Credit View Assessment Data Drop Classes
Transfer Credit Report Student Success Swap Classes
Course History Academic Requirements  Edit a Class tion Error — Contact
Unofficial Transcript Milestones Enroliment Shopping Irity Administrator
Request Official Cart
Transcript

Enroliment Verification

» My Academics
To-Do Checkiist Payment

[ Assessment Graduation
Apply for Graduation
D R Graduation Status [

[ Hign school Transcri
D Orientation

More to-do list details " " E Enroliment Shopping Cart
Total due SO00

More account details

My Grades —

ps: Jaccd.edu:8001/psp/eptrg, OVEE/EMPL/h/tab=LAC DB LACCDE L =

Step

Action

Click the down arrow in the Academics Menu in the Menu bar.

Click the Planner link.
Planner

We see that there are no Courses added in the Planner, hence first let’s add a course
to a planner.
Click the Browse Course Catalog link.

BROWSE COURSE CATALOG

Click the Expand / Collapse adjacent to the AST (Automative Service Technology)
Subject area.

P

Click the checkbox next to the Course Nbr ‘002",
O
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Step Action
6. Click the Add To Planner link.
ADD TO PLANNER
7. Click the my planner tab again.
my planner
We now see the course AST 002 is added to the Planner successfully.
Click the Enroll tab.
Enroll |
10. The Add Classes page opens. Now Click the My Planner option.
11. Click the search link.
search
12. Click the select link adjacent to the course ASL 002.
selaect
13. Use the Scroll bar and drag the mouse down to the bottom of the page.
14. Click the select link for the desired course.
select
15. If a Lab is associated the course, you will be directed to add it to the Planner. Click
the Next link to add the Lab.
MEXT
16. On the 1. Select class to add page, review the courses.
Click the Next button.
NEXT
17. The Course AST 002 is successfully added to your shopping cart.
18. Click the Proceed To Step 2 Of 3 button.
PROCEED TO STEP 2 OF 3
19. On the Confirm classes page, click the Finish Enrolling button.
FINISH ENROLLING
20. You have successfully enrolled yourself into the course through the Planner.
See the green check mark in the Status that shows that the course is successfully
added to your schedule.
21. You have successfully enrolled through the Planner.

End of Procedure.
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Enrolling from Requirements
Procedure

LACCD Website LACCD Colleges ~» Email Online C 5 Welcome, TRG_STUDENT  Log Out

§ Laccp

Dashboards Menu v Academics Menu v Finances Menu v My Profile Menu v Actions Menu

There are no holds at this time.

Welcome to

SIANgeles ;‘um.*m

Student Educational
Plan

Authorization Error — Contact
your Security Administrator

Find a Class

To-Do Checkist e My Account e Make a Payment

D pesne You have a past due balance of $0.00
([ counseiing Manage Awards
D High School Transcript Due now 50.00
(@ orientation Due later $0.00
More to-do list details. B . E Enroliment Shopping Cart
Total due SO00

My Planner

More account details

My Grades —

p Jaccd.edu:8001/psp/eptrg, OVEE/EMPL/h/tab=LAC DB LACCDE L =

Step Action

1. Click the down arrow in the Academics Menu in the Menu bar.

2. Click the Add Classes link.
Add Classes

3. The Add Classes page opens successfully. Click the My Requirements option.
)

4, Click the search link.

search I

5. Click the Orientation Veterinary Science link (Course ANML SC401) as per your
required Course work.

Orientation Veterinary
Science

Click the Scroll bar and drag the mouse down to navigate to the bottom of the page.

Click the select link for the desired course.
select |
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Step Action
8. Click the Next link to add the course.
NEXT
9. You have successfully added the class to the Shopping cart.
10. Click the Proceed To Step 2 Of 3 link.
PROCEED TC STEF 2 OF 3
11. On the Confirm classes page, click the Finish Enrolling link.
FINISH ENROLLING
12. You have successfully enrolled into the Class.
Please see the Tick mark in the Status column indicating that the class is added
successfully.
13. You may also view the View the Academic Requirements through the Planner.
The Navigation is Academics Menu > Planner
14. Click the Planner link.
Planner
15. Click the Plan By My Requirements button.
PLAN BY MY REQCUIREMENTS
16. Click the collapse all button to have a overview of requirements.
collapse all |
17. Click the Expand section Pre-Veterinary Medicine (AS) graphic to view the
Required Courses for the subject.
)
18. Click the Expand section Required: graphic to view the Required courses.
You may also view the Electives associated with the course.
P
19. Click the Eth Issues Using Animals link.
Eth Isssues Using
Animals
20. Click the add to planner button.
From here, you may add the Courses / Classes from the Planner.
add to planner
21. You have successfully enrolled the student into the class through Academic

Requirements.
End of Procedure.
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Searching a Class
Procedure

LACCD Website LACCD Colleges ~» Email Online C 5 ‘Welcome, TR ENT Log Out

& raccp

Dashboards Menu v Academics Menu v Finances Menu v My Profile Menu v Actions Menu v

R4 There are no holds at this time.
. Assessment

‘Orientation

Welcome toﬁLAC

Los A ngelesiCommunit ege Di Student Educational
=

Plan

Authorization Error — Contact
your Security Administrator

Find a Class

To-Do Checkist e My Account e Make a Payment

D pesne You have a past due balance of $0.00
([ counseiing Manage Awards
D High School Transcript Due now 50.00
(@ orientation Due later $0.00
More to-do list details. B . E Enroliment Shopping Cart
Total due SO00

My Planner

More account details

My Grades —

p Jaccd.edu:8001/psp/eptrg, OVEE/EMPL/h/tab=LAC DB LACCDE L =

Step Action

1. Click the down arrow in the Academics Menu in the Menu bar .

2. Click the Search for Classes link.
Search for Classes

3. Click the select subject link.
selact subject

4, Click the M link to select subject areas that start with M.
The subject areas are alphabetically arranged.

M|

5. Click the select link for the Subject area of your choice.
selact
6. Click the Course Career list.

)
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LACCD Website LACCD Colleges +» Email nline Cla

TUDENT  Log Out

# raccp

Dashboards Menu v Academics Menu

Finances Menu My Profile Menu Actions Menu

Zalmai Avalos

aoto -®
f Search i Plan i Enroll I myacademics |
| search for classes I browse course catalog |

Search for Classes

Enter Search Criteria

Search for Classes

Institution LA Community College District -
Term 2017 Fall -

Select at least 2 search criteria. Select Search to view your search results.

¥ Class Search

Subject select subject|  [MARKET

Course Number

Marksting

is exactly [

Course Career

Campus.

D Additional Search Criteria

CLEAR SEARGH

Search Plan  Enroll My i

Step Action

7. Click the Credit list item.

LACCD Website

LAGCD Colleg

~  Email nline Cl

§ raccD

Dashboards Menu v Academics Menu

Finances Menu My Profile Menu v Actions Menu

Zalmai Avalos go to .. - @
f Search ]f Plan Y Enroll ]f My Academics W
| search for classes II

browse course catalog |
Search for Classes

Enter Search Criteria

Search for Classes

Institution LA Community College District -
Term 2017 Fall

Select at least 2 search criteria. Select Search to view your search results.

¥ Class Search

Subject select subject MARKET Marketing
Course Number is exactly ~
Course Career Credit

how Open Classes Only

Campus. Pierce College

[ Additional Search Criteria

CLEAR SEARGH

ction_win0(d 'CLASS_SRCH WRK2_SSR_PB_CLASS_SRCHY);
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Step Action

8. Click the Search link.
SEARGCH
9. Click the Scrollbar and navigate down the page to view all the classes and Course
offerings.
10. Click the desired class link to view the Class details.
14224
11. You can view all the details of the class here.

Click and drag the Scrollbar and navigate down the page to view all the classes and
Course offerings.

12. Detailed information includes:
> Days & Times of class

> Room location

> [nstructor name

> Meeting Dates

> Class Capacity size

> Available Seats to enrollment
> Wait List Capacity and Total
> Description of the class

13. Click the View Search Results link to go back to the Search Results page.
VIEw SEARCH RESULTS

14. Click the select link to pick the class for your shopping cart.

select
15. Click the Next link.

NEXT
16. You have successfully searched for Courses and added a course to your shopping
cart.

17. You have successfully searched for Classes.

End of Procedure.
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Enrolling from Class Search
Procedure

LACCD Website LACCD Colleges ~» Email Online Clas 5 Welcome, TRG_STUDENT  Log Out

§ Laccp

Dashboards Menu v Academics Menu v Finances Menu v My Profile Menu v Actions Menu v

R4 There are no holds at this time.
. Assessment

‘Orientation

Student Educational
Plan

. Authorization Error — Contact

your Security Administrator

Find a Class

To-Do Checkist e My Account e Make a Payment

D pesne You have a past due balance of $0.00
([ counseiing Manage Awards
D High School Transcript Due now 50.00
(@ orientation Due later $0.00
More to-do list details. B . E Enroliment Shopping Cart
Total due SO00

More account details

My Grades —

p Jaccd.edu:8001/psp/eptrg, OVEE/EMPL/h/?tab=LAC_DB_LACCD#

Step Action

1. Click the down arrow in the Academics Menu in the Menu bar.

2. Click the Add Classes link.
Add Classes

3. Click the search link.

search

4, Click in the Subject field.

—

Enter the desired information into the Subject field.

Click in the Course Number field.

—

Enter the desired information into the Course Number field.

Click the Course Career list.

)
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Student Portal

STUDENT Log Out

Finances Menu v My Profile Menu v

Actions Menu
Zalmai Avalos

goto. -®
[ search I Plan i Enroll My Academics
| my class scheaute || add II drop II swap || edit || term information |
Add Classes
Enter Search Criteria

Search for Classes

LA Community College Di

rict | 2017 Fall
Select at least 2 search criteria. Select Search to view your search results,

¥ Class Search

Subject

select subject|  [accTe Accounting
Course Number is exactly v |oox
Course Career

Campus.

[ Additional Search Criteria

Return to Add Classes

CLEAR SEARGH

Search Plan Enroll

My Academics
My Class Schedule  Add

Drop Svep EdH

Term Information

Action

Click the Credit list item.

LACCD Website

LACCD Colleges ~

Email

UDENT

% LACCD

Dashboards Menu v

Academics Menu v

Finances Menu My Profile Menu v Actions Menu
Zalmai Avalos goto. ®
[ Search ][ Plan W( Enroll My Academics
| my class scheaute || add II drop II swap || edit || term information |
Add Classes
Enter Search Criteria

Search for Classes

LA Community College Di

rict | 2017 Fall
Select at least 2 search criteria. Select Search to view your search results,

¥ Class Search

Subject select subject|  [accTe Accounting
Course Number is exactly v |oox
Course Career Cradit

Show Open Classes Gnly
Campus

[ Additional Search Criteria

Return to Add Classes

CLEAR SEARGH

Search Plan Enroll My Academics
My Class Schedule Add Drop Swap Edit

Term Information

Log Out
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Step Action

10. Click the Campus list.

D Website LACCD Colleges ~ Email 5 TUDENT  Log Oul

§ raccD

Dashboards Menu v Academics Menu v Finances Menu v My Profile Menu v Actions Menu

Zalmai Avalos go to .. - @ M
[ Search I Plan \ Enroll My Academics

| myclsssschedute | add || aop || swap || edit || terminformation |

Add Classes

Enter Search Criteria

Search for Classes

LA Community College District | 2017 Fall

Select at least 2 search criteria. Select Search to view your search results.

m

= Class Search

Subject select subject|  [accTe Accounting

Course Number is exactly v [oo1
Course Career Credit -
Show Open Classes Only
Campus =
D Additional Search Critelmaiataue LI e: 0

Instructiona| Televisi
LA Community Collage District

LA Trade-Technical College
Return to Add Classes Los Angeles City College CLEAR SEARCH
Los Angeles Harbor Collage: -
Los Angeles Mission College
Los Angeles Southwest College
Search plan Enroll My Los Angeles Valley College
Pierce College
West Los Angeles College = B

My Class Schedule Add

Step Action

11. Click the desired College list item.
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LACCD Website LACCD Colleges +» Email Online Cla:

# raccD

Dashboards Menu v Academics Menu v Finances Menu v My Profile Menu ~ Actions Menu

Zalmai Avalos go to .. - @ M
[ Search I Plan \ Enroll My Academics
| myclsssschedute | add || arop || swap || edit || terminformation |

Add Classes

Enter Search Criteria
Search for Classes
LA Community College District | 2017 Fall

Select at least 2 search criteria. Select Search to view your search results.

m

= Class Search

Subject select subject|  [accTe Accounting
Course Number is exactly ~  [oo1
Course Career Credil -

Show Open Classes Only.

campus: East Los Angeles College -

[ additional search Criteria

Return to Add Classes CLEAR SEARCH

Step

Action

12.

Click the Search link to search for classes.

SEARCH

13.

Click the select link for desired class.

select I

14.

Click the Next link.

MEXT |

15.

Click the Scroll bar and drag the mouse to bottom of the page.

16.

Click the Proceed To Step 2 Of 3 link.

PROCEED TO STEF 2 OF 3

17.

Click the Finish Enrolling link.

FINISH ENROLLING |

18.

You have enrolled to the Class Successfully
End of Procedure.
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Adding a Class
Procedure

Lets begin by Searching and then Adding a Class to the Shopping cart.

LACCD Website LACCD Colleges ~» Email Online Clas Welcome, UDENT Log Out

& raccp

Dashboards Menu v Academics Menu v Finances Menu v My Profile Menu v Actions Menu

There are no holds at this time.

EQE Di: Student Educational

Plan

Welcome toﬁLAC

LosiAngelesiCommunit
-

Authorization Error — Contact
your Security Administrator

Find a Class

To-Do Checklist e My Account e Make a Payment

(O assessment You have a past due balance of 50.00
[ counseiing Manage Awards
[ High school Transcript Due now $0.00

(O orentation Due later $0.00
Mare to-do list details -

E Enroliment Shopping Cart

Total due $0.00

More account details

My Grades —

p Jaccd.edu:8001/psp/eptrg, OVEE/EMPL/h/?tab=LAC_DB_LACCD#

Step Action

1. Click the down arrow in the Academics Menu in the Menu bar .
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Website Colleges ~» Email Online Cla:

§ 1accp

Dashboards Menu v Academics Menu Finances Menu

Therearenoholdsa My Classes
Class Schedule

Term Information
Academic Deadlines

Assignments Exam Schedule
Grades

Records Planning and Progress
Evaluate My Transfer Planner
Credit View Assessment Data

Transfer Credit Report
Course History

Student Success
Academic Requirements

My Profile Menu

Find Courses
Browse Courses
Search for Classes

Enroliment
Add Classes
Drop Classes.
Swap Classes
Edit a Class

Unofficial Transcript Milestones Enroliment Shopping
Request Official Cart
Transcript
Enroliment Verification
» My Academics
To-Do Checkiist

() Assessment Graduation
Apply for Graduation

D Counseling Graduation Status

[ Hign school Transcri

[ orientation

More to-do list details o .
Total due $0.00

Welcome, TR

Training Guide
Student Portal

UDENT LogOut

Actions Menu

Educational

tion Error - Contact
Irity Administrator

Class

E Enroliment Shopping Cart

Action

Click the Add Classes link in the Enrollment section.

Add Classes

Email

Dashboards Menu v Academics Menu Finances Menu

Kyara Parker goto ...

My Profile Menu

®

[ Search i Plan I Enroll
| my class schedule || add II drop I swap || edit

Add Classes

1. Select classes to add

To select classes for another term, select the term and select Change. When you are
satisfied with your class selections, procead to step 2 of 3.

2017 Fall | Credit | LA Community College District
@ open M Closed

Add to Cart:
Enter Class Nbr

[ ] _enter

Find Classes

Your enrollment shopping cart is empty.

) My Requirements

_ search |

ction_win0(d ‘DERIVED_REGFRMI_SSR_PB_SRCH');

2017 Fall Shapping Cart

My Academics

|| term information |

BHEHzE]

Actions Menu

Action

Click the search button on step 1. Select classes to add.

_ search |

If you know the subject name, enter the desired information into the Subject field.
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Step

Action

5.

Enter the course number information into the Course Number field.

6.

You can narrow your search to only your college by selecting the Campus of your
choice from the Campus dropdown menu. For Eg: ELAC

Click the Search button to look for classes that meet your criteria.

SEARCH

Review the class selections. Determine which class you want to take, then click
the select link for the corresponding class that is selected.

Note: the Status indicator will let you know if the class is currently open for
enrollment with a green circle indicator.

You may click the Class Link (In this Eg: 26516) to get additional details about the
class.

select

View the class information for:
> Days and Time of class

> Room location

> |nstructor name

> Start and End Dates

Click the Next link.

MEXT

10.

You have successfully added the course to the shopping cart.

Add additional classes are required by repeating the previous steps.

11.

Once you have added all of your desired classes, click the Proceed To Step 2 Of
3 button.

PROCEED TO STEF 2 OF 3

12.

Review the Class Information on step 2. Confirm classes.

Click the Finish Enrolling button when you are satisfied with your classes.
FINISH ENROLLING

13.

You will see a check mark against the Status of the Class. This indicates that the
Class has been successfully added to your schedule.

14.

Please review the additional topics to learn how to perform further tasks in the
Student Portal.
End of Procedure.
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Adding to a Waitlist

Procedure

LACCD Website LACCD Colleges ~» Email Online C 5 Welcome, TRG_STUDENT  Log Out

§ Laccp

Dashboards Menu v Academics Menu v Finances Menu v My Profile Menu v Actions Menu

There are no holds at this time.

]

Student Educational
Plan

Authorization Error — Contact
your Security Administrator

" Find a Class

To-Do Checklist e My Account e Make a Payment

(D) assessment You have a past due balance of 50.00

[ counseiing Manage Awards

[ Hign school Transcript Due now $0.00

[ orientation EBE $0.00

More to-do list details. B . E Enroliment Shopping Cart
Total due SO00

My Planner
More account details

laccd.edu:8001/psp/eptrg OVEE/EMPL/h/?tab=LAC_DB_LACCD#

10002 |~ |~ | Highlight All  Match Case | Whole Words | Phrase not found x

Step

Action

Click the down arrow in the Academics Menu in the Menu bar.

Click the Add Classes link.
Add Classes

If you know the Class Nbr, you may directly enter the Class number and Click on
Search.

In case you are not aware of the exact class number then you may search the class
using the traditional search and then add.

In this example, we will add the class number directly.

Click in the Enter Class Nbr field.

—

Enter the desired information into the Enter Class Nbr field. Enter *10002".

Click the enter link.

enter I

Click the Waitlist checkbox.
]
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Step Action

7. Click the Next link.

MEXT

You have successfully added the Class to the Shopping cart.

Click the Scroll bar to navigate down the page.

[
10. Click the Proceed To Step 2 Of 3 link.
825"): JROCEED TO STEP 2 OF 3
11. Click the Finish Enrolling link.
FINISH ENROLLING
12. You have been successfully waitlisted for the class.
13. You have successfully added yourself to a waitlist class.

End of Procedure.
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Adding a Class by Using a Permission Code
Procedure

LACCD Website LACCD Colleges ~» Email Online C 5 ‘Welcome, TR ENT Log Out

& raccp

Dashboards Menu v Academics Menu v Finances Menu v My Profile Menu v Actions Menu v

R4 There are no holds at this time.
. Assessment

‘Orientation

Welcome toﬁLAC

Los' A ngelesiCommunit Student Educational
=

Plan

ege Di

Authorization Error — Contact
your Security Administrator

Find a Class

To-Do Checkist e My Account e Make a Payment

D pesne You have a past due balance of $0.00
([ counseiing Manage Awards
D High School Transcript Due now 50.00
(@ orientation Due later $0.00
More to-do list details. B . E Enroliment Shopping Cart
Total due SO00

My Planner
More account details

My Grades —

p Jaccd.edu:8001/psp/eptrg, OVEE/EMPL/h/tab=LAC DB LACCDE L =

Step Action

1. Click the down arrow in the Academics Menu in the Menu bar.

2. Click the Add Classes link.
Add Classes

3. Click the search link.

search I

Enter the desired information into the Subject field.

Enter the desired information into the Course Number field.

Click the Campus dropdown button to select the college for the course you will be

adding.
=]
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LACCD Website LACCD Colleges ~» Email Online Cla , TRG_STUDENT Log Out

§ raccD

Dashboards Menu v Academics Menu Finances Menu My Profile Menu Actions Menu

-® M

Zalmai Avalos go to
[ Search I Plan \ Enroll My Academics
| myclsssschedute | add || aop || swap || edit || terminformation |

Add Classes

Enter Search Criteria

Search for Classes

LA Community College District | 2017 Fall

Select at least 2 search criteria. Select Search to view your search results.

= Class Search

Subject select subject| [asT Automative Service
Tachnology
Course Number is axactly v |oox

Course Career -

Show Open Classes Gnly
Campus

[ Additional Search Critd 35t Lo Angeles Callege
Instructional Television

LA Community College District

LA Trade-Tachnical Collage
Retumn to Add Classes | o5 Angeles City Collage CLEAR SEARCH (4
Los Angeles Harbor College

Los Angeles Mission College
Los Angeles Southwest College

Search Plan Enroll My Los Angeles Valley College
My Class Schedule  Add Mpwmmmgg,gmugge n =

Step Action

7. Click the College list item.

LACCD Website LACCD Colleges s Email line Classrooms come, TRG_STUDENT Log Out

% LACCD

Dashboards Menu Academics Menu Finances Menu My Profile Menu v Actions Menu

-® M

Zalmai Avalos goto

[ search I Plan i Enroll My Academics

| my class scheaute || add II drop II swap || edit || term information |
Add Classes
Enter Search Criteria

LA Community College District | 2017 Fall

Select at least 2 search criteria. Select Search to view your search results.

n

¥ Class Search

Subject select subject AST Automotive Service
Technology
Course Number is exactly ~  [oo1

Course Career -

Show Open Classes Only

Campus. Pierce College -

D Additional Search Criteria

Eeturn to Add Clssses CLEAR SEARCH

Search plan Enroll My Academics
ction_win0(d 'CLASS_SRCH_WRK2_SS5R_PB_CLASS SRCH); 5
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Step Action

8. Click the Search button to locate the class.
SEARCH

9. Click the select button for the desired course.
select

10. Verify the course information.

Click the Next link.
MNEXT

11. Class permissions are numbers or authorizations that are associated with a class and
assigned to students to use at enrollment time.

Permissions allow a student to add or drop a class, as long as the student uses the
permission by the expiration date and does not violate overall student limitation
rules (such as maximum number of units).

12. Please enter the valid permission number you have received from the Instructor.

Note that: Every permission number is unique and can be used by the student only
once for the specified class. Permission numbers are confidential.

13. Enter the Permission Nbr given to you by your instructor into the Permission Nbr

field.
14. Click the Next link.

MNEXT

15. Click the scrollbar to navigate down the page.

=
16. Click the Proceed To Step 2 Of 3 button.

PROCEED TO STEF 2 OF 3
17. Click the Finish Enrolling link.
FINISH ENROLLING

18. You are successfully enrolled into the Course using Permission number.
19. You have successfully added the Class using permission numbers.

End of Procedure.
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Dropping A Class

Procedure

Finances Menu ~ My Profile Menu - Actions Menu

Authorization Error — Contact
your Security Admansirator

Find a Class

EEC [

[ assessment You have a past due balance of 50.00 —
D Counseling Manage Awards
(] High School Transeript Due now $0.00
[0 crientation Due later $0.00
More 10-00 st detass = o 'ﬁ Enroliment Shopping Can
More account detads ”Yp“"""‘-"
My Grades. (-] B acanemic Deanines
Step Action
1. Click the down arrow in the Academics Menu in the Menu bar.
2. Click the Drop Classes link.
Drop Classes
3. The Drop Classes page opens. The page shows all the enrolled classes which can be
dropped.
4, Click the checkbox adjacent to the Class you want to drop.
[
5. Click the Drop Selected Classes link.
DROP SELECTED CLASSES |
6. Click the Finish Dropping link.
FINISH DROPPING |
7. Please view the Status and the Message after "Finish Dropping".
A Tick mark Status shows a successful Drop of a Class and a Cross mark shows a
Unsuccessful drop.
8. You have successfully dropped a class.

End of Procedure.
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Swapping Classes

Procedure

LACCD Website LACCD Colleges \» Email Online Classrooms v Welcome STUDENT  Log Out

§ 1accD

Dashboards Menu v Academics Menu v Finances Menu v My Profile Menu v Actions Menu v

There are no holds at this time. e

‘Orientation

LosiAngelesCommuni ege Di Student Educational
-

Plan

Welcome to@LAC

Authorization Error — Contact
'your Security Administrator

Find a Class

To-Do Checkiist - My Account ] Make a Payment

(D) Assessment You have a past due balance of $0.00
[ counseling Manage Awards
D High School Transcript Due now SO0

D QOrientation Due later $0.00

More to-do list details. B E Enroliment Shopping Cart
Total due $0.00

My Planner
More account details

My Grades )

o laced.edu:8001/psp/eptrg OVEE/EMPL/h/2tab=LAC_DB_LACCD#

E Academic Deadlines

Step Action

1. Click the down arrow in the Academics Menu in the Menu bar.

2. Click the Swap Classes link.
Swap Classes

3. Click the Select from your schedule list. This list shows all the classes that the
student is already enrolled.

You will be swapping this class with another class of your choice in the same term.

ACCTG 001: Intro Accounting I =
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LACCD Website LACCD Colleges v+ Email Online Cla /i ’ TUDENT  Log Out

¥ 1ACCD

Dashboards Menu v Academics Menu Finances Menu My Profile Menu Actions Menu
( Search M Plan ]f Enroll My Academics

| my class schedule || add II drop I swap || edit || term information |

BHEHzE]

Zalmai Avalos goto.

Swap a Class

1. Selecta class to swap

Select the class you wish to swap then select the class you wish to replace it
with.

2017 Fall | Credit | LA Community College District

Swap This Class

Search for Class Class Search ~ _search
Enter Class Nbr enter
’ My 2017 Fall Class Schedule

Search Plan Enroll My Academics

My Class Schedule Add Drop Swep Edit Term [nformation

ot - ®

Action

Click the ACCTG 001: Intro Accounting I list item.

LACCD Website LACCD Colleges +» Email

¥ 1ACCD

Dashboards Menu v Academics Menu v Finances Menu v My Profile Menu ~ Actions Menu

Zalmai Avalos goto .. - ® (W
[ Search i Plan I Enroll My Academics
| my class schedule || add II drop I swap || edit || term information |

Swap a Class

BHEHzE

1. Select a class to swap

Select the class you wish to swap then select the class you wish to replace it
with.

2017 Fall | Credit | LA Community College District

Swap This Class

Select from your schedule ACCTG 001: Intra Accounting T -

With This Class

Search for Class Class Search ~ [ search
Enter Class Nbr enter
" My 2017 Fall Class Schedule

Search Plan Enroll My Academics

My Class Schedule Add Drop Swep Edit Term [nformation

ction_win0(d i, DERIVED_REGFRML_SSR_PB_SRCHS1455"; 3
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Step Action

5. Click the search link.

search

Enter the subject name information into the Subject field.

Enter the course number information into the Course Number field.

LACCD Website LACCD Colleges ~» Email Online Cl S Welco d JENT  Log Out

§ raccp

Dashboards Menu v Academics Menu v Finances Menu v My Profile Menu v Actions Menu

Zalmai Avalos go to .. - @ M
[ Search I Plan \ Enroll My Academics

| myclsssschedute | add || arop || swap || edit || terminformation |

Swap a Class

Enter Search Criteria

LA Community College District | 2017 Fall

Select at least 2 search criteria. Select Search to view your search results.

m

= Class Search

Subject select subject| [asL American Sign Language

Course Number is exactly v [oo1
Course Career -

Show Open Classes Only
Campus

D Additional Search Cmm
nstru
i

CLEAR SEARCH

a
west College

Search Plan Enroll .y Collage

os
Pierce College
My Class Scheduls Add | \yeut Los Angeles College o )|

Step Action

8. Click Campus dropdown button and select the desired college list item.

East Los Angeles College
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LACCD Website LACCD Colleges »+ Email Online Cla: s Welcome, TRG_STUDENT  Log Out

§ raccD

Dashboards Menu v Academics Menu v Finances Menu v My Profile Menu v Actions Menu

Zalmai Avalos go to .. - @ M
[ Search I Plan \ Enroll My Academics
| myclsssschedute | add || drop || swap || edit || terminformation |

Swap a Class

Enter Search Criteria
Search for Classes
LA Community College District | 2017 Fall

Select at least 2 search criteria. Select Search to view your search results.

m

= Class Search

Subject select subject| [asL American Sign Language
Course Number is exactly ~  [oo1
Course Career -

Show Open Classes Only
Campus East Los Angeles Collage -

[ additional search Criteria

Return to Swap s Class CLEAR SEARCH

Search Plan Enroll My Academics

tion_win0(do ind,'CLASS_SRCH_WRK2_S5R_PB_CLASS_SRCH); -

Step Action

9. Click the Search button.

SEARGH |

10. Locate the desired course and click the select button.

_ select |

11. On the Swap a Class page, click the Next button.
NEXT

'

12. Click the Finish Swapping link.

FIMISH SWAFFPING

13. You have successfully swapped the two classes. Please view the Status and the
message.

14. You have successfully swapped the two classes.
End of Procedure.
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Viewing Term Information
Procedure

LACCD

Dashboards Menu s A 5 Meny o i u My Profile Menu 0 Aclions Menu B

There are no hokds at this tme.
Assessmanl

! Onentation
| If Student Educational
Plan

Welcome to@LA

i‘.‘ Angele. '_.r_:rns#-_,l-i
»

Authorzation Error — Contact
your Security Admintstrator

Find a Class

o Do Checkiist © [ MyAccount e Make a Payment

DA"“‘”"“‘"' You have a past due balance of $0.00
B Bene oo [
[ orientaton e 0.00
More 10-00 lis] getass — —— 'E Enrolment Shopping Cart
My Planner
Step Action
1. Click the down arrow in the Academics Menu in the Menu bar.
Academics Menu '
2. Click the Academic Deadlines link under the Term Information sub-menu.

Academic Deadlines

3. The Page gives a Overview of Enrollment dates and the Last date to enroll for the
various sessions in the term.
4. Click the LACCD Logo link to go back to the main page.

5. You can also go to the Term information page directly from the main page. Click
the Academic Deadlines link.

Academic Deadlines

The same page is displayed.

You have successfully viewed the Term information.
End of Procedure.
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Requesting an UnOfficial Transcript
Procedure

LACCD Website LACCD Colleges ~» Email Online Cla: Welcome, TRG_STUDENT Log Out

% LACCD

Dashboards Menu v Academics Menu v Finances Menu v My Profile Menu v Actions Menu v

There are no holds at this time.
Assessment

. ‘- -
Welcome to,L AGGD.

LoSAngeles Communit ege Um
" g

Orientation

Student Educational
Plan

Authorization Error — Contact
your Security Administrator

Find a Class.

To-Do Checkiist - My Account ] Make a Payment

(D) Assessment You have a past due balance of $0.00
[ counseling Manage Awards
D High School Transcript Due now SO0

(3 orientation Due later 50.00
More to-do list details B

E Enroliment Shopping Cart
Total due $0.00

My Planner
More account details

My Grades -

E Academic Deadlines

o laccd.edu:8001/psp/eptrg OVEE/EMPL/h/2tab=LAC_DB_LACCD#

Step Action

1. Click the down arrow in the Academics Menu in the Menu bar.

2. Click the Unofficial Transcript link.
Unofficial Transcript

3. Click the Report Type list.

[~
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TUDENT  Log Out

LACCD Website LACCD Colleges +» Email nline Cla

# raccp

Finances Menu My Profile Menu Actions Menu

Zalmai Avalos goto. ®

( Search V Plan ]f Enroll M My Academics 1

Dashboards Menu v Academics Menu

View Unofficial Transeript

Choese an institution and report type and prass View Report

=this process may take a few minutes to complete. please do not press
any other buttons or links while processing is taking place*

Academic Institution LA Community College Distr »
Report Type o e

Unofficial Transcript

Information For Students

VIEW ALL REQUESTED REPORTS

Step Action

4. Click the Unofficial Transcript list item.

LACCD Website LACCD Colleges +» Email

§ raccp

Dashboards Menu v Academics Menu v Finances Menu v My Profile Menu ~ Actions Menu

Zalmai Avalos goto .. - ®
[ Search i Plan I Enroll I My Academics 1
View Unofficial Transeript
Choose an institution and repert type and press View Report
*this process may take a few minutes to complete. please do not press
any other buttons or links while processing is taking place™
Academic Institution LA Community College Distr »
Report Type Unofficial Transeript - view report

Information For Students

VIEW ALL REQUESTED REPORTS

ction_win0(d ind, GO");
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Step

Action

Click the view report button.

view report I

On the Previous Requests page, click the view report link.

view report

You have successfully generated the unofficial Transcript.

On the report you will find:

> Course name

> College where course was taken

> Title of course

> Units Attempted and Units Earned
> Grade

> Grade Points earned

> GPA

You have successfully generated the unofficial Transcript.
End of Procedure.
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Requesting Official Transcript

Procedure

LACCD Website LACCD Colleges ~» Email Online Clas 5 Welcome, TRG_STUDENT Log Out

& raccp

Dashboards Menu v Academics Menu v Finances Menu v My Profile Menu v Actions Menu

There are no holds at this time.

Welcome toﬁLAC

Los A ngelesiCommunit ege Di Student Educational
=

Plan

Authorization Error — Contact
your Security Administrator

Find a Class

To-Do Checkist e My Account e Make a Payment

D pesne You have a past due balance of $0.00
([ counseiing Manage Awards
D High School Transcript Due now 50.00
(@ orientation Due later $0.00
More to-do list details. B . E Enroliment Shopping Cart
Total due SO00

More account details
My Grades —

p Jaccd.edu:8001/psp/eptrg, OVEE/EMPL/h/?tab=LAC_DB_LACCD#

Step Action

1. Click the down arrow in the Academics Menu in the Menu bar.

2. Click the Request Official Transcript link.
Request Official
Transcript

3. Click the Send To My Address option.
[

4. Click the Address Type list.

[~)

5. Click the Home list item from the Address Type list
Home |

6. Click the Edit Address link and edit your address here.

Edit Address
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Step Action

7. Click in the Address 2 field.

Enter the desired information into the Address 2.

Enter the desired information into the City: field.

10. Click in the County: field.

11. Enter the desired information into the County: field.
12. Click the OK graphic.
0K
13. Click the Submit link.
SUBMIT
14. You may note the Request No: for future reference.

The official transcript has been requested and will reach your mailing address.

15. You have successfully requested for a official Transcript.
End of Procedure.
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Viewing Student Staff Schedule of Classes
Procedure

LACCD Website LACCD Colleges ~» Email Online Clas 5 Welcome, TRG_STUDENT Log Out

& raccp

Dashboards Menu v Academics Menu v Finances Menu v My Profile Menu v Actions Menu

There are no holds at this time.

Welcome toﬁLAC

Los A ngelesiCommunit ege Di Student Educational
=

Plan

Authorization Error — Contact
your Security Administrator

To-Do Checklist ) My Account —)

D Assessment You have a past due balance of 50
[ counseiing
[ High school Transcript Due now $0
(O orentaton Due later $500
More to-do list details. E .
Total due $500

My Grades —

p Jaccd.edu:8001/psp/eptrg, OVEE/EMPL/h/?tab=LAC_DB_LACCD#

Step Action

1. Click the Academics Menu in the Menu bar.

2. Click the Class Schedule link.
Class Schedule

3. Uncheck the Show Dropped Classes checkbox.

4, Uncheck the Show Waitlisted Classes checkbox.

5. Click the filter link.
ﬂter|

6. Click the Weekly Calendar View option.

©

7. Click the scrollbar and navigate down the page.

Page 72




Training Guide
Student Portal

Step Action

8. Click the Show Instructors option.

]

9. Click the refresh calendar link.
refresh calendar |

10. Click the scrollbar and navigate down the page.

11. Click the Choose a date graphic and choose the desired Start week.
El

12. Click the month list.

March :

LACCD Website LACCD Colleges » Email Online Classrooms Welcome, TR JENT  Log Qut

§ Laccp

Dashboards Menu g Academics Menu v Finances Menu g My Profile Menu g Actions Menu v

Zalmai Avalos goto ... - @ M
[ Search I Plan 1 Enroll My Academics
| myclass schedute || ada || arop || swsp || edit || term information |

My Class Schedule

Selact Display Option () List View @ Weekly Calendar View E
<< previous week Week of 3/6/2017 - 3/12/2017 next week 3>

Show Week of [03/06/2017 [H] _start Time |8100AM | Eod Time [6:00PM refresh calendar
Monday Tu E TR ay. Friday Saturday Sunday
o e ar - B

January T F s
February PR
ST AsLo01-B0Z Morch AsLo001-B02
Lecture 9 10 1 Lecture
April
0:00AM - 9:00AM 9:00AM - 9:00AM
City-ADMINISTRATION 204, May 16 17 18 City-ADMINISTRATION 204
Instructors: 23 24 25 Instructors:
9:00AM James White James White

30 31

September
10:00AM October

November B
11:00AM ‘= December

12:00PM

Step Action

13. Click the month list item.
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LACCD Website LACCD Colleges v+ Email Online Classrooms Welco UDENT  Log Out

¥ 1ACCD

Dashboards Menu v Academics Menu v Finances Menu v My Profile Menu ~ Actions Menu

Zalmai Avalos goto .. - ® (W
[ Search i Plan I Enroll My Academics
| my class schedule || add II drop I swap II edit || term information |

My Class Schedule

Select Display Option () List View @) Weeldy Calendar View =
<< previousweek | Week of 3/6/2017 - 3/12/2017 | mextwesk>> |
Show Week of [03/06/2017 (5] _start Tima [8100AM | £ogrime [s:00em | | refreshcalendar |
|
e sy n:j hugust - 2017 = r:v Friday Saturday|Sunday

8 M T WT F 8

1 2 3 4 5
6 7 8 9 10 11 12
13 14 15 16 17 18 19
20 21 22 23 24 25 26
27 28 29 30 31

9:00AM

10:00AM

@ curent pate [
11:00AM

12.000M
javascriptvoid(0) =

Step Action

14. Click the date link.
28

15. Click the refresh calendar link.
refresh calendar I

16. Shows the appropriate weekly schedule with all the details.

Scrolldown the page to have a full view of the weekly calendar.

[

17. The Class schedule page shows the schedule of the Student along with aff/ Instructor
schedule for the week.

18. You have successfully viewed the Student Staff Schedule.
End of Procedure.
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Submitting a Graduation Petition
Procedure

LACCD Webste LACCD Colleges v Email  Online Classrooms v/

Nidy,
S

Zion it
T

Dashboards Menu ~ Academics Menu ~ Finances Menu ~ My Profile Menu
Fevorites = | Main Menu ~

0 Hold: Admissions High School Student
View More Holds

I
Welcome to, AGGD.

LoSIAngeles; tnnur_,-q-@w.g,— Jr.—:a
-

To-Do Checklist

[ Assessment

[ counseling

D Orientation Due now $0.00
More to-do list details

You have a past due balance of $0.00

Due later $0.00

Total due $0.00

My Grades More account details

There are no results to display at this
time.
More grades details

-

Find a Class
Make a Payment
Manage Awards
My Schedule
My Advisees

E Enrollment Shopping Cart

My Planner

[ Academic Deadlines

Training Guide
Student Portal

Step Action

1. Click the Academic Menu button.
S
2. Click the Apply for Graduation link.

Apply for Graduation

3. Select the appropriate Academic Program link.

Click the Credit link.

Credit

4. On the Select Graduation Term page, click the Expected Graduation Term list.

| =1

5. Select the desired entry in the list. You will only be allowed to select from available
terms. If no terms are available, you are not eligible to apply for graduation at this

time.

E_
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Step Action
6. Click the Continue link.
COMNTINUE
7. Verify that all data is correct.
If the academic program/degree is not correct, click the Select Different Program
button to select a different value.
If the term is not correct, click the Select Different Term button to select a different
value.
8. Click the Submit Application link.
SUBMIT APPLICATION
9. The Submit Confirmation page is returned stating you have successfully applied
for graduation.
10.

End of Procedure.
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Using the Finances Menu

Viewing a Financial Aid Award

Procedure

olleges ~  Emal  Oniine Classrooms

~

Dashboards Menu

Academics Menu Finances Menu v 1 Actions Menu e

Favorites = ‘ Main Menu ~

D Hold: Admissions High School Student
View More Holds

{
i

\.

§

2
'gl

Welcome to,LAG

Losiingeles C r.An.uu'u'@:_ﬁ Dist
-

DAssessment

D Counseling
(@] Orontation Due now 50.00
More to-do list details

You have a past due balance of $0.00 My Schedule >

%

Due later $0.00

Total due 50.00
& Enrollment Shopping Cart

More account details

My Planner

There are no results to display at this
time.

dac datail E Academic Deadlines
Jaccd.edu:8001/pspreptrg OVEE/EMPL/h/?tab=LAC_DE_ELAC [N

Step Action

1. Click the Finances Menu link.

|
Finances Menu e

2. Click the View Financial Aid link.

View Financial Aid

3. Click the aid year link.

2018
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Step

Action

4.

Review the Financial Aid Award Summary page.

Information includes:
Aid Year

> Award Description
> Category type

> Amount Offered

> Amount Accepted

Terms

> View Scheduled Disbursement Dates
> Award Description

> Category type

> Amount Offered

> Amount Accepted

After reviewing the Financial Aid Award Summary page, click the Financial Aid

Summary link to return to the previous page.

Financial Aid Summary

You have successfully Viewed your Financial Aid Awards.

End of Procedure.
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Accepting or Declining Financial Aid Awards
Procedure

Welcome téL :

You have a past due balance of $0.00

Dus s 2000
s0.00
000

sunt dataits

are no results to display at this

Morw grades detals

Step Action

1. Click the Finances Menu button.

Finances Menu | v

2. Click the Accept/Decline Awards link.
Accept/Decline Awards

3. Click the Aid Year link.

2018

On the Award Package page, review your available Financial Aid Awards.

Click the Award link to view detailed information on the award.

Foundation

Scholarship
LACC

6. Review the Award Detail.

Click the Return to Award Package to return to the previous page.

Return to Award Package

You can Accept or Decline an award.

In the first example, we will accept an award.

Click the Accept checkbox for the award.
-
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Step Action
9. Click the update totals button to update the Totals.
update totals
10. Note the Total for the Accepted column reflects the total dollar amount accepted.
Click the Submit button.
SuUBMIT
11. On the Accept/Decline page, review the message:
Click Yes to continue with the submit. Any changes made will be saved. Click No to
cancel the submit.
Click the Yes link.
s |
12. Click the OK link on the Submit Confirmation page.
DK
13. Note the award is Accepted and the Accepted Total matches the amount offered.
14. In the second example, we will decline an award.
Click the Decline checkbox for the award.
-
15. Click the update totals button to update the Totals.
update totals
16. On the Accept/Decline page, review the message:
Click Yes to continue with the submit. Any changes made will be saved. Click No to
cancel the submit.
Click the Yes link.
vES |
17. Click the OK link on the Submit Confirmation page.
oK
18. Note the award is Declined and the award dollar amounts are now zero.
Once an award has been declined, it cannot be undone and accepted.
19. You have successfully Accepted or Declined a Financial Aid Award.

End of Procedure.
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Add a Payment Profile to Your Account
Procedure

Dashboards Menu ~ Finances Menu =L My Profile Menu

Favorites = ‘ Wain Menu ~

n Hold: Admissions High School Student
View More Holds

Welcome to,L

Angeles L-\HIJL»'U'@W—LL B
'S

[ Assessment

[ counseling

[ orientation Due now 50.00
More to-do list details

You have a past due balance of §0.00

Due later $0.00

Total due $0.00

More account details

There are no results to display at this
time.

Y] daz datail
laccd.edu:8001/psp/eptra, OVEE/EMPL/h/?tab=LAC DB ELACS - ns

My Planner

[ Academic Deadlines

Training Guide
Student Portal

Step Action

1. Click the Finances Menu link.
2. Click the Make a Payment link.

Make a Payment

3. Click the Electronic Payments/Purchases tab.

Electronic Payments/Purchases

4. On the Payment Profile Summary page, click the Add A Profile button.

ADD A PROFILE

Enter a description of the payment profile into the Description field.

account.

-

Click the Preferred Account option if this is to be the preferred or main payment

Enter a short description of the profile into the Short Description field.

Credit Card

Click the Profile Type list and select the type of payment for the profile.

9. Enter the first name of the person associated into the First Name field.
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Step Action

10. Enter the first name of the person associated into the Last Name field.

11. Enter the desired information into the Email Address field.

12. Click in the Telephone field.
|

13. Enter the desired telephone number information into the Telephone field.

14. Click the Bank Account Type list.

I select Bank Account Type ;I

eges v, Email Online Classrooms

Dashboards Menu ™" | Academics Menu ™ | Finances Menu ™ | My Profile Menu

Favorites = MainMenu~ > CSSelfServicelinks v > CSSelfServiceLinks» > Make aPayment > Enroll in Payment Plan > Payment Profie

Marq Smith 9010 . -1
Account Inguiry Electronic Payments/Purchases Account Services

Payment Profile

Add a Payment Profile

Last Name:

Email Address &

Bank Account Type

Save ParmenT PRoFLE

ction_win0(doc 'SF_PAYMENT_WRK_ADD_PB");

Step Action

15. Select the account type.
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LACC

1,
3\\ %

=
“eoLEeE

Dashboards Menu ~ Academics Menu ~ Finances Menu ~ My Profile Menu

Favorites = MainMenu~ > CS SelfServiceLinks v > €S Self Service Links » >  Make a Payment > Enroll in Payment Plan > Payment Profile

Marq Smith Goto ]
Account Inquiry Electronic Payments/Purchases Account Services

Payment Profile

Add a Payment Profile
Description
Short Description

Profile Type

First Name

Last Name

Email Address s
Telephone 818-555-1234

Bank Account Type Checking =

SAVE PATMENT PROFILE

Account Inquiry Electronic Payments/ Purchases

[EXT—

Step

Action

16.

Enter the checking account routing information into the Routing Number field.

17.

Enter the account number information into the Account Number field.

18.

Click the Save Payment Profile link.

SHAVE PAYMENT PROFILE

19.

The Payment Profile is updated and your payment account has been added and is
ready to be used.

20.

End of Procedure.
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