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Getting Started with Self Service

What is Self-Service?

Self-Service is our new student portal that allows students to plan out the courses in their
academic programs, register for classes, request transcripts, check grades and many more
functions.

How do I log in to Self-Service?

Logging in is easy. You will use your common username and password (school e-mail, Moodle)
to login.

What is my username?

First initial of your first name+ middle initial+ full last name+ the last 3 digits of your student ID.
Name: Smokey The Bear

ID: 1000123

Example: stbear123

Note: If you can’t remember your password, you can follow the steps below to reset it.

What if | forget my password?

If you forget your password, go to this link to reset it: https://reset.alamancecc.edu/
PasswordReset IMPORTANT: Changing your Self-Service password automatically changes your
Moodle and School Email (if applicable) passwords, too.
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https://guardian.alamancecc.edu/

There are two ways to access Self Service from our homepage (www.alamancecc.edu)

Scroll to the bottom and click on “Self Service” or at top click on “Quick Links” and then select “Self Service

Login.”

Alamance

Community
College >

Lonunuing Eaucaton / rersonal Interest

DEGREESAND ~ HOWTO  PAYINGFOR  SERVICES FOR
PROGRAMS APPLY COLLEGE STUDENTS

Workforce Development /
Continuing

Education consists of

| short-term, non-credit,

i non-degree courses and
programs to meet the
needs of a diverse adult
community.

Alamance Proudly serving our community since 1958
commur""y 17 Alam ommunity College.
College 5 o J iy Letes

MAIN CAMPUS
1247 JIMMIE KERR RD. * GRAHAM, NC
P.O. BOX 8000 » GRAHAM NC, 27253-8000

DILLINGHAM CENTER

1304 PLAZA DRIVE * BURLINGTON, NC 27215
PHONE: (336) 506-4300

FAX: (336) 506-4342

2002

6‘7 QUICK LINKS SELECT LAN!

SERVICES FOR
ALUMNI ABOUT ACC

CONTACTUS

ALL EVENTS

Click on
Self Service

ORTUNITIES

Note that there is a Self Service Student Guide available on the landing page.

Click on “Self-Service Login” to login.
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http://www.alamancecc.edu/

Self Service Login

Self-Service
@alamancecc
Click on e
Self Service
Login to Login ord

Password Services

14 days prior to password
expiration, reminder notifications
will be sent via email

Passwords are valid for 90 days. _

Download the Search for Courses and
Self Service Student Course Sections
Guide (PDF) 4=

Alamance
Community

Self Service
Student Guide

fas of B2/18/2021)

(No login rd

Click Here to download latest Self
Service Student Guide

New Password Setup Change Password

Active Accounts: Change Password
[Expired Password or NEW Password Setup

Sign-in with your
User Name and
Password

AlamanceCC Self-

Service

User name

Password
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Self Service Landing Page

When you first log in to Self Service, the following landing screen will appear:

Alamance
Community College

Hello, Welcome to Colleague Self-Service!

Choose a category to get started.

) Student Finance Financial Aid
Here you can view your latest statement and make a payment online. Here you can access financial aid data, forms, etc.

Tax Information Student Planning

Here you can change your consent for e-delivery of tax information. Here you can search for courses, plan your terms, and schedule & register your course sections.
i Course Catalog m Grades

Here you can view and search in course catalog Here you can view your grades by term.

Graduation Overview B Transcript Requests

Here you can view and submit a graduation application. Here you can view and request a transcript.

© 2000-2020 Ellucian Company L.P. and its affiliates. All rights reserved. Privacy
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Student Finance

Alamance
Community College Sign out @ Help

Hello, Welcome to Colleague Self-Service!

Choose a category to get started.

Financial Aid

Student Financg
o PPN i r latest staternent and make a payrment online. Here you can access financial aid data, forms, etc.

aT

Tax Information

Student Planning
Here you can change youl

sent for e-delivery of tax infermation. Here you can search for courses, plan your terms, and schedule & register your course sections.

i Course Catalog
Here you can view and search i

Grades

Here you can view your grades by term.

= Graduation Overview

B Transcript Requests
Here you can view and submit a grac

application. Here you can view and reguest a transcript.

© 2000-2020 Ellucian Company LP. and its affiliates. All rights reserved. Privacy

Click on Student Finance and the following screen will appear

Alamance
o Colige
Financial Information - Student Finance - Account Summary
Account Summary
View a summary of your account
Account Overview
Amount Qverdue $0.00
Total Amount Due $0.00 Make a Payment
Total Account Balance $0.00 Account Activity
2016 Summer Semester 50.00
$0.00
2015 Fall Semester $0.00
2015 Spring Semester $0.00
2014 Fall Semester 50.00
2014 Spring Semester $0.00
2013 Fall Semester 50.00

é’-_.‘_’-. % 2000-2018 Ellucian Company LP. and its affiliates. All rights reserved, Privacy

Click on any semester and the account activity for that semester will appear

Example shown below:
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= . B
This shows Charges,

Financial Information Student Finance Account Activity

Account Activity Payments, & Balance

View your Financial Activity

Click here to expand
and get more
account details

B View Statement

Term| 2016 Summer Semester - Balance: $0.00 EI

i o
Charges T Paymens T Balance
38500 528500 000

Expand All

Charges Click to view statement

$385.00

Payments $385.00

Balance $0.00
Topof page

d'«_.‘_-. © 2000-2018 Ellucian Company LP. and its affiliates. Al rights reserved. Privacy

Below is an example of what a statement for a semester looks like
Note that student information has been blacked out

ﬂ Lo Student Statement

Alzmance Community College

PO Box 5000 Name
Graham, NC 27253-2000
Student ID

Total Balance. 50.00

Total Amount Due $0.00
- B

Account Activity Summary - 2016 Summer Semester

Charges
Tuition by Total $380.00
Fees $5.00
+  Total Charges $385.00
Student Payments $385.00
= 2016 Summer Semester Balance $0.00
= Total Amount Due $0.00
Total Balance $0.00

Account Activity Details - 2016 Summer Semester

Tuition by Total

‘Section Course Title Billing Credits CEUs  Status
CIS-111-01H Basic PC Literacy 200 Withdrawn
ENG-111-03W Writing and Inquiry 3.00 Withdrawn

Total $380.00
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How to Make a Payment

Alamance
Community College Sign out @ Help

Hello, Welcome to Colleague Self-Servicel

Choose a category to get started.

Student Finance Financial Aid
el CadawrTOUr latest statement and make a payment online. Here you can access financial aid data, forms, etc.

Tax Informati§
Here you can chang®

Student Planning

consent for e-delivery of tax information. Here you can search for courses, plan your terms, and schedule & register your course sections.

B Course Catalog
Here you can view and search

Grades

Here you can view your grades by term.

= Graduation Overview
Here you can view and submit a graduatl

B Transcript Requests

golication. Here you can view and request a transcript.

© 2000-2020 Ellucian Cormpany L.P. and its affiliates. All rights reserved. Privacy

Click “Student Finance” and then “Make a Payment”

.

Financial Information - Student Finance - Account Summary

Account Summary

View a summary of your account

Account Overview

Amount Overdue

Total Amount Due . Make a Payment
Total Account Balance $0.00 Account Activity

2016 Summer Semester 50.00

2016 Spring Semester $0.00

2015 Fall Semester $0.00

2015 Spring Semester $0.00

2014 Fall Semester 50.00

2014 Spring Semester $0.00

2013 Fall Semester 50.00

A==.. ©32000-2018 Ellucian Company LP. and its affiliates. All rights reserved. Privacy

and the following screen appears:
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Alamance
é{muﬂiﬁ(ﬂ”ﬂg@ € signout ? Help

Financial Information Student Finance + Make A Payment

Payment Plan & Billing

Review your account and proceed to processor

A new window will open and redirect you to our payment processor, Nelnet Business Solutions.

Proceed to Processor

#d its affiliates. All rights reserved. Privacy

é&—e"‘— © 2000-2018 Ellucian Compza

Click “Proceed to Processor”, then

e Verify personal information

e Amount of tuition due

¢ You will have the option to Pay in Full or Monthly Installments
e Enter Bank Information (credit/debit card or ACH Bank account)
e Go through the remaining steps to complete the payment plan

***#*PLEASE NOTE THAT YOUR PAYMENT WILL NOT REFLECT IN SELF SERVICE FOR 5-7 BUSINESS DAYS, IT
WILL STILL SHOW THE ENTIRE TUITION BALANCE IN SELF SERVICE. AS LONG AS YOU GET A
CONFIRMATION NUMBER YOU ARE GOOD AND YOUR CLASSES ARE HELD.
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TAX Information

Alamance
Community College

Hello, Welcome to Colleague Self-Servicel
Choose a category to get started.

o) Student Finance

Here you can view your latest staternent and make a payment online.

Tax Informatio
m “ ge your consent for e-delivery of tax information.

N Course Catalog
Here you can view and search in

= Graduation Overview
Here you can view and submit a graduation applicatio

@ Help

Sign out

Here you can access financial aid data. forms, etc.

Here you can search for courses, plan your terms, and schedule & register your course sections.

Financial Aid
Student Planning
B Grades

Here you can view your grades by term.

B Transcript Requests

0 Ellucian Company L.P. and its affiliates. All rights reserved. Privacy

Here you can view and request a transcript.

Click Tax Information

and the following screen will appear

Alamance
ity College
Financial Information Tax Information

Tax Information

1098 Information

You have opted to receive your 1008 in electronic forrat. | Change Preferences

?

/printing. | understand that by consenting to recsive my 1098 tax forms in electronic format, | will not receive a paper 1098

. Receive my 1098 only in electronic format
1 By selecting this option, | agree to receive my official 1098-T only in electronic format by access)
statement. | understand that | have the ability at any time to return ko this farm and remove my consent’
1098T Statements

Tax Year Notation
2016 2016 10987 Statement
Click to view 1098T for
appropriate tax year
2013 2013 10987 Statement

dv_'h-“' © 2000-2018 Ellucian Company LP. and its affiliates. All rights reserved, Privacy

Help

Click to change format
for receipt of tax form
as shown below
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Choose a format
(Electronic or Paper)
Then click Save

Tax Information

1098 Infarmation

select £ your electronic 1098:

© recenve m

o setyour preferences f

agres o recsive my official 1088-T only in electronic format by accessing the web and viewing/printing. | understand that by consenting to retH gos tax forms in electronic format. 1 will not receive a paper 1098

. By selecting thi ’
tand that | have the ability at any time £o rEturn ta this form and remave my consent.

My consent

I choose to withhold my consent and understand by doing so that | will receive my official 1098-T in paper format. | understand that | have the ability at any time to return to this form and consent to receiving 095-T in electronic

a o

1098T Statements Electronic 1098 Consent History
Tax Year Notation Date Consent Status
2018 16 1098T Statem: 1/32014 7:31:54 PM Consent Given
2015
2014
2013 13 10987 Statem:

snsns
d;—-‘-— € 2000-2018 Ellucian Company LP. and its affiliates. All rights reserved. Privacy

Page 13 of 54



FINANCIAL AID

Once logged in you will see the Financial Aid tab on the right.

Alamance
Community College

Hello, Welcome to Colleague Self-Service!
Choose a category to get started.

Notifications

o Must See Advisor to Register You can send a email to

()

Student Finance

Here you can view your latest statement and make a payment online.

Tax Information

Here you can change your consent for e-delivery of tax information.

Student Planning
Here you can search for courses, plan your terms, and schedule & register
your course sections.

Graduation Qverview

Here you can view and submit a graduation application.

r advisor from WebAdvisor under Communication

Financial Aid

Here you can access financial aid data, forms, etc.

g Employee
Here you can view your tax form consents, earnings statements, banking
infarmation, and timecards

g Grades

Here you can view your grades by term.

g [ranscript Requests

Here you can view and request a transcript.

é/‘_"“’ © 2000-2018 Ellucian Company L.P. and its affiliates. All rights reserved. Privacy
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Once you enter the Self-Service Financial Aid page you will see a checklist at the bottom with the
status of you FAFSA Application for the selected award year.

Alamance
é(vmmuﬂirytolmo > sign o @ Help

Financial Information Financial Aid Financial Aid Home

Welcome to Financial Aid!

Use Colleague Self-Service Financial Aid to assist in managing your Financial Aid package from submission to completion.

Select an Awrard Year:| 2020/2021 Academic Year |~ BA Contact Financial Aid Office

- Financial Aid Checklist Complete! Student Finance Account Summary

R Congratulations! You've completed your Financial Aid checklist. - E AT 50.00
& r el " Due
You successfully completed all the iterns on your Financial Aid checklist,
Amount $0.00
Overdue
Total 50.00
Amount
Due
Go to Account Summary
Checklist Resources
+ Completed Subrnit a Free Application for Federal Student Aid (FAFSAL Form Links
+ Completed Your application is being reviewed by the Financial Aid Office CARES Application
+ Completed Revievr and acceptyour Financial Aid Award Package Financial Aid E Forms

ACC scholarship Application

Pell Lifetime Eligibility Used Helpful Links

Pell Lifetime Eligibility Used 0.000% FAFSA Application

NSLDS Information
Financial Aid Counselor

FAFSA4Caster
Financial Aid office J 336-506-4340 5 contact Financial Aid Office
Make an Appointment

College Foundation of MC

© 2000-2020 Ellucian Company L.P. and its affiliates. All rights reserved. Privacy

You can change your award year at the top of the screen to the school year you want to check on.

amance
Community College

Financial Information Financial Aid + Financial Aid Home

Welcome to Financial Aid!

Use Colleague Self-3

Contact Financial Aid Office
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To navigate the Financial Aid Self-Service, you can use the drop down arrow at the top next to
Financial Aid link.

Click on the Required Documents link to see what items are needed to move forward.

Alamance
é(nmmunﬂy College _ e Sign out ? Help 1

Financial Information ~ Financial Aid ~ Financial Ad Home

Welcome to Fingh¢ Hnandal Aid Home

Use Colleague Self-Senglce Fi narycial Aid package from submission to completion.

Required Documents

Select an Awardfvear: My Awards Contact Financial Aid Office

Report/View Outside Awards

Requesta New Loan evaluafion has a(n) SATISFACTORY status. Please contact your Financial Aid Counselor if you need further

Award Letter

Federal Shopping Sheet
Student Finance Account Summary

Correspondence Option ="
Rigfchecklist. — Amount Due 4/11/2018
Satisfactory Academic Progress ancial Aid $0.00
Amount Overdue
$0.00

Total Amount Due
$0.00

Go to Account Summary

When you click on Required Documents Self-Service will generate a complete/incomplete list.

Alamance

Financial Aid Counseling Required Documents (Admin)

Required Financial Aid Documents

current io: JE N

Select an Award ‘rear:l 2017/2018 Academic Year El Contact Financial Aid Office
Incomplete Complete
N 17/18 Fa Contract oy A 17/18 Electronic Consent
02/21/2017
Incomplete 17/18 Parent Signature (] Received Admissions College Transcript
08/04/2016

) Received

High school Transcript
08/08/2014

® Received

Admissions College Transcript
08/07/2014
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To access the needed electronic documents, click on link Financial Aid E-Forms located on the main

Financial Aid Self Service page on the right side under Resources/Form links.

Alamance
..

Financial Information Financial Aid Financial Aid Home

Welcome to Financial Aid!

Use Colleague Self-Service Financial Aid to assist in managing your Financial Aid package from submission to cormpletion.

Select an Award Year: | 2020/2021 Academic Year V|

B3 contact Financial aid Office

o Financial Aid Checklist Complete!
Z Congratulationst You've completed your Financial Aid checklist.
You successfully completed all the items on your Financial Aid checklist.

- Amourt
Due

Amount
Overdue
Total
Amount
Due

Student Finance Account Summary

$0.00

$0.00

Go to Account Summary

Checklist

" Completed submit a Free Application for Federal Student Aid (FAFSA)

+ Completed Your application is being reviewed by the Financi

Aid Office
~ Completed Review and accept your Financial Aid Award Package
Pell Lifetime Eligibility Used

Pell Lifetime Eligibilicy Used 0.000%

Financial Aid Counselar

Financial Aid Office J 336-506-4340 =3 contact Financial sid Office

Resources

Form Links

CARES Application

Financial Aid E Forms

ACC Scholarship Application
Helpful Links

EAFSA Application

N5LDS Information

EAFSA4Caster

Make an Appointment

College Foundation of NC

© 2000-2020 Ellucian Company L.P. and its affiliates. All rights reserved. Privacy

It will open ACC Softdocs page.

To log in use the same username and password for Self-Service EXCEPT add acc\ before the user name.
For example: acc\mmousel23

SoftdDocs ADFS

Login with your ACCess username preceded with acc\ Ex.
acclyourusername123

ace,

Password

2016 Microsott
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Once logged in you will need to click on the Forms Link. Only the forms you need will allow you to
complete them. Make sure you choose the correct year for the form. Once a document is completed
and successfully submitted it will take up 24 hours to update on your self-service account.

.
etrieve | CENTRAL

Flow

&2 Inbox >
[y Activity >
Forms

,’ Forms >
Drafts >

If you have a number showing on the Inbox, then you have been sent a particular form that you
should also complete.

Once all required documents have been completed and turned in you will see this screen with
green check marks next to each document name.
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Alamance
Community College

Financial Information ~ Financial Aid + Required Documents

Required Financial Aid Documents

Be sure to submit ALL required documents before their due date to make sure your Financial Aid package is not delayed.

Select an Award Year:| 2017/2018 Academic Year v conar R Aot
Complete
) Received Admissions College Transcript
12/04/2017
® Received 17/18 FWS Interest
04/03/2017
- Recelved 17/18 Electronic Consent
DI Electronic Consent
Received 17/18 Fa Contract
o 01/13/2017
Seet FA Contract
Received Hi i
igh School Transcript
o 04/08/2016 ¢ °
© Received Admissions College Transcript
04/08/2016

ér_," s © 2000-2018 Ellucian Company L.P. and its affiliates. All rights reserved. Privacy
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Once all documents have been received your FAFSA application will enter the review stage and you
can see this update on the main Financial Aid Self-Service page

Alamance
Community College - Q Sign out 9 Help 1

Financial Information v Financial Aid v Financial Aid Home

Welcome to Financial Aid!

Use Colleague Self-Service Financial Aid to assist in managing your Financial Aid p#kage from submission to completion.

Selectan Award Year:|  2017/2018 Academic Year ¥ Contact Financial Aid Office

e ——
/ Your most recent Satisfactory Academic Progress (SAP) evaluation has a(n) SATISFACTORY status. Please contact your Financial Aid Counselor if you need further
assistance.
Financial Aid Checklist Complete! Student Finance Account Summary
Congratulations! You've completed your Financial Aid checklist. = Amount Due 4/11/2018
You successfully completed all the items on your Financial Aid H 3000
checklist.
Amount Overdue
$0.00
Total Amount Due
$0.00
Go to Account Summary
Checklist Resources
® Completed Submit a Free Application for Federal Student Aid (FAFSA) Form Links
® Completed Your application is being reviewed by the Financial Aid Office S
ACC scholarship Application
® Completed Review and accept your Financial Aid Award Package
Helpful Links
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You can check your eligibility status on the Satisfactory Academic Progress page.

Please see ACC Title IV Satisfactory Academic Progress Standards for details.

Alamance
Community College

Financial Information Financial Aid +

Satisfactory Academic Progress

‘You can view your Satisfactory Academic Progre

Satisfactory Academic Progress

ss for an evaluation period.

- -

further assistance.

'/ You are currently making satisfactory academic progress. Please contact your Financial Aid Counselor if you need

SAP Status Date Reviewed: 12/15/2017

Evaluation Period:

Program: Associate In Science

SAP Status: (]

v

Ending 2017FA

SATISFACTORY

~ What does SATISFACTORY Academic Progress mean? v

Financial Aid Counselor

Financial Aid Office ., 336-506-4340
Contact Financial

Aid Office

SAP Details

Cumulative Attempted
Hours

Cumulative
Completed Hours

Cumulative GPA

Cumulative
Percentage

70.00

61.00

2,933

87.14%

Contact

Contact Financial Aid Office

Helpful Links

SAP Palicy,

1

Page 21 of 54




page.

Once you have been reviewed and awarded you can view the details of your awards on the My Awards

You have the following Awards

Your award package assumes you will be enrolled full-time. If you enroll less than full-time, the financial aid you actually receive may be less than what is stated here. Please contact
your Financial Aid counselor if you have questions about your enroliment status.

Scholarships and Grants
Money you don't have to pay back

$1,754.50

Total Awarded

Award Status 2016 Fall 2017 Spring 2017 Summer
Amount

NCCCG

. ACCEPTED $1,600.00 $700.00 $900.00 $0.00
+ View award
Foundation Scholarship

. DENIED $0.00 $0.00 $0.00 $0.00
« View award
VETERANS ADMINISTRATION

Veterans

Gl BILL BENEFITS 50.00 $0.00 $0.00 $0.00

) Award
v View award
Robert Lee Pate VFW Post
10607 ACCEPTED $154.50 $0.00 $0.00 $154.50
« View award

-, Work
Maney you work for $3643.13
Award Status Ll 2016 Fall 2017 Spring 2017 Summer
Amount

FEDERAL WORK STUDY

i ACCEPTED $3,643.13 $902.63 $2,637.00 $103.50
« View award
Aueard Tatal
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At the beginning of the tax year when you need tax information for your status as a student

you can access you 1098-T in the Tax Information page.

Financial Information ~ Tax Information

Student Finance

Financial Aid
Information

Tax Information

You have opted to receive your 1098 in electronic gérmat.| Change Preferences

Receive my 1098 onlyie=eTectronic format

By selecting this option, | agree to receive my official 1098-T only in electronic format by accessing the web and viewing/printing. | understand that by
consenting to receive my 1098 tax forms in electronic format, | will not receive a paper 1098 statement. | understand that | have the ability at any time
to return to this form and remove my consent.

(1

1098T Statements Electronic 1098 Consent History
Tax Year Notation Date Consent Status
2017 2017 10987 Statement 1/23/2017 2:18:01 PM Consent Given
2016 2016 1098T Statement

éz—a-m— © 2000-2018 Ellucian Company L.P. and its affiliates. All rights reserved. Privacy
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To see your Billing Statement/Account Summary and make a payment online go to Student Finance.

Notifications

ft
o Must See Advisor to Register You can send a email to your advisor fef WebAdvisor under Communication
i &X - : 5
0 Student Finance Financial Aid
Here you can view your latest statement and make a Here you can access financial aid data, forms, etc.

payment online.

E ax-hafarmation & Employee
Here you can change your consent for e-delivery of tax Here you can view your tax form consents, earnings
information. statements, banking information, and timecards

i.

Student Planning B Grades
Here you can search for courses, plan your terms, and Here you can view your grades by term.
schedule & register your course sections.

#® Graduation Overview @ Transcript Requests

Here you can view and submit a graduation application. Here you can view and request a transcript.

e © 2000-2018 Ellucian Company L.P. and its affiliates. All rights reserved. Privacy
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Account Summary to see your most recent bill.

Alamance
é“mﬁ,m.,. B o | 2 B

Financial Information Student Finance + Account Summary

Account Summary

View a summary of your account

Account Overview

Amount Overdue $0.00
Total Amount Due $0.00 Make a Payment
Total Account Balance $0.00 Account Activity
2018 spring Semester $0.00
2017 Fall Semester $0.00
2017 summer Semester $0.00
2017 spring Semester $0.00
2016 Fall Semester $0.00
2014 CE Spring $0.00

4«—@— © 2000-2018 Ellucian Company L.P. and its affiliates. All rights reserved. Privacy.
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Account Activity breaks down your charges and payments to ACC and shows your refund amount

after your tuition has been paid.

Not everyone will receive a refund.

Financial Information + Student Finance ~ Account Activity

Account Activity

View your Financial Activity

Term| 2018 Spring Semester - Balance: $0.00 H B View Statement

o Lo = - &K

Charges — Payments _ Financial Aid -_ Sponsorships + Refunds = Balance
$618.00 $226.00 $392.00 $309.00 $309.00 $0.00

Expand All

, Charges $618.00
Payments $226.00
Financial Aid $392.00
Sponsorships $309.00
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Academics

Alamance
ity College

Hello, Welcome to Colleague Self-Service!

Choose a category to get started

© Student Finance @ Financial Aid
Here you can view your latest statement and make a payment online. Here you can access financial aid data, forms, etc.
Tax Information gv Student Planning
ere you can change your consent for e-delivery of tax information. Here you can search for courses, plan your terms, and schedule & register your course secti
o es & Graduation Overview
Her: can view your grades by term Here you can view and submit a graduation application.

Note that a help menu is available.
= -zl The help menu is keyed to the page that is displayed
and will give help information for page displayed

Click on “Academics” (academic cap icon) and all of the following submenus will appear

Alamance
@‘Mm’“

Hello, Welcome to Colleague Self-Service!

(Choose a category to get started.

Anancial Information v

9 StudentFinance

Here you can view your latest statement and m:

g Financial Aid

Here you can access financial aid data, forms, etc

Student Planning
@ TaxInformag s Student Planning

Here you can g " Here you can search for courses, plan your terms, and schedule & register your course sections.

Grades

g Grades # Graduation Overview
Here you can view your grades by term. Here you can view and submit 2 graduation application.
Transcript Requests
o— g Transcript Requests

Here YOU £an view and request a transcript.

User Options

é‘he—a."u.- © 2000-2018 Ellucian Company L.P. and its affiliates. All rights reserved. Privacy
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Course Catalog

Course Catalog only shows courses for the “active term” i.e. future terms that have been created. Also the
Course Catalog can be searched from the Self Service landing page (no login required) or from inside your
Self Service Account. Same procedures apply. Below is how to search from inside Self Service:

ﬂ Alamance
Community College

Hello, Welcome to Colleague Self-Service!

Choose a category to gat started.

Financial Information
@ Student Finance @ Financial Aid
Here you can view yaur latest statement and make a payment online. Here you can access financial aid data, forms, etc.
Student Planning
@ TaxInformation # Student Planning
Grades Here you can changa your consent for e-delivery of tax information. Hera you can search for courses, plan your terms, and schedule & register your course sections.
g Grades #& Graduation Overview
Here you can view your grades by term. Hera you can view and submit a graduation application.
Transcript Requests
Course Catalog g Transcript Requests

Here you can view and request a transcript.

User Options

d"":-."u— D 2000-2018 Ellucian Company L.P. and its affiliates. All rights reserved. Privacy

To check on courses offered Click on “Course Catalog” and the following will appear

Alomance
anif Callige: ign out ? Help
\

Academics Student Planning Coursa Catalog

Search for Courses and Course Sections

Subject Search

Search for a course

ACA Academic Related
Search for a
specific course

ACC Accounting

ACM Animal Care & Managem:

Advanced Medical Coding

Note that you can search for a
particular subject area here
or click on the subiect if vou know it

AHR Air Cond, Heating ERefrig

ANS Animal Scignce

Arc- Architetture

Click on Advanced Search for more searching options and the following screen appears.
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Alamance
é fommenity Gllge

Academics Student Pianning

Search for Courses and Course Sections |2 \

SubjectSearch |  Adwanced search

Course Catalog.

Catalog Advanced Search

Term Mesting Start Date Mesting End Datd ™=
[ seectTerm =] |u.j.,_.,” | ‘:_, o~ |
courses

[ subiect [z [Gowrse mumee

[ sublec Iz] [eouee

[ sublec [z [eoue

Days of week

(O sunday

[ Thursday

Location

0] Monday

(] Friday

Note that you can search by
term, course, day of week,
location etc.

m,

[0 Tumscay (0] Wednesday

[ Sarday

‘ Select Locatian

Academic Level

Select Academic Level

Time Of Day

‘ Select Time Of Day

course Type

o U o o

| aear || searen

Shown below is an example advanced search result for the following criteria: Term - 2018 Spring Semester,
Course - Auto (Automotive), & Time of Day — Evening.

Alomance
ity Callge

Search for Courses and Course Sections

< Back To Course

atalog
Filter Resuits

AVAILABILITY
© SUBKECTS

[[] AUT Autometive (2)
~ LDCATIONS

[[] Graham Campus 2)
~ TERMS

2018 Spring Semester (2)

Evening {2pm - Bpm)

~ INSTRUCTORS

[0 Crawfors, M (1)
[[] vestss, 11y

“ INSTRUCTION TYPE

[ Not Online (@}

Advanced Search Selection: AUT

s ot (ST ) (sl

AUT-151 Brake Systems (3 Credits)

This course covers principles of operation and types, diagnosis, service, and repair of brake systems. Topics include drum and disc brakes invelving hydraulic, vacuum boost, hydra-boost, electrically powered boost, and
anti-lock and parting brake systems. Upon completion, students should ba able to diagnose, sarvice, and rapair various autsmative braking systems

Requisitess  AUT-151A - Must be taken either prior to or at the same time as this course.
Locations:  Graham Campus

? View Available Sections for AUT-151

AUT-181 Engine Performance 1 (3 Credits)

vers the introduction, th
mponents and syt

eration, and basic diagnostic procedures required to restore engine performance to vehicles equipped with complex engine control systems. Topics include an overview of
5. fuel delivery, injection companents and systams and emission control devices. Upon completion, students should be able to describe operation and diagnose/repair

Requisites:  TRN-120 - Must be completed prior to taking this course.
AUT-1814 - Must be taken either prior to or at the same time as this course.
Locations:  Graham Campus

> View Available Sections for AUT-181

Information on courses that meet selected criteria
Includes section number & name, description, prerequisites and locations

d;—a"—’m— 0 2000-2017 Ellucian Company LP. and its affiiates. Al rights reserved. Privacy
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Creating an Academic Course Plan

Select Student Planning

Select Go to Plan & Schedule

Add classes to your plan in one of three ways:

Course Search Tool

The Course Catalog

My Progress

» Look for the “Search for
courses tool on the right-
hand side of the page.

L Search for courses...

» Type in either the course
prefix (e.g. ENG for English)
or the course prefix and
course number (e.g. ENG-
111). You must include the
hyphen.

» Click, “Add Course to Plan”

i Add Course to Plan

> Select the semester in which
you plan to take the class.

ISelect aTerm...

> Hover over

Student Planning

Student
Planning and
select Course

Catalog at the g || Plan 2 schedule
top of the \
(

Course Catalog
screen
» Either scroll
down the page

1 Planning Dverview

My Progress

est Summary

Unofficlal Transeript

to find the
course prefix (e.g. ENG for English)
or type in the course prefix in the
search for a course subject box

» Select the course you are looking

Search for a course subject: |E

for (e.g. ENG 111)
» Click “Add Course to Plan”

I Add Course to Plan

» Select the semester in which you
plan to take the class

ISeIect aTerm..

» Hover over Student Planning
and select My Progress at the
top of the screen

» My Progress is a degree audit
tool that displays the courses
you still need to complete for
your program

» To add classes to your plan,
click on the option you want to
add (e.g. ENG 231)

2. Complete 3 credits. Choose f

Status Course
€ NotStarted  ENG-231
€ NotStarted  ENG-232

> Click “Add Course to Plan”

i Add Course to Plan \

» Select the semester in which
you plan to take the class

ISelect aTerm...

You can view your planned courses and future semesters by selecting “Plan and Schedule” and

then clicking the Timeline Tab
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Registering for Classes

Registering for Classes from the Course Catalog

1. Search for your course through the = @ wesewwison @ sgnow P el
Course Catalog Tab or through the

Search for courses tool.

Academics Student Planning ~ Planning Overview

Steps to Ge  Planning Overview

There are many o

TS ourses and earn your degree. Here are 2 steps to get you started:

Plan & Schedule 2
2. Type in the course prefix (e.g. BIO for ra% D B e (G s
. . g2 your academic progress in your #2"2"0 next, take a look at your plan to see what youve accomplished and
Blology) in the Course Catalog’ or Test Surmnma register your remaining classes toward your degree.
Go to Plan & Schedule

type in prefix-course number (e.g. st Tameis:

BlO-111) in the course search box.

Then select the term from the menu on the left: ~ TERMS
3. Select the course you are looking for (e.g. BIO 111: General Biology 1) > View Available Sections for BIO-111

and view the available sections.

General Biology | 01W Add Section to Schedule |

Seats Times Locations Instructors ~

24 M/AW/FE 8:00 AM - B:55 AM Graham Campus, H Bldg 126 Guest, G
8/19/2017 - 121472017 Classroom Hours
F12:45 PM - 3:45 PM Graham Campus, H Bldg 302
8192017 - 121452017 Lab/Shop Hours
Available Class and Lab meeting times  Class Location(s) Instructor
Seats
4. If the class works well with your schedule, select “Add Section to Schedule”. TR TR, .
% 3k %k
. . . Search for ( Planning Overview e Sec
5. Select Plan and Schedule under the Student Planning tab to view the course in S
your course plan. ermesurs | o b app
Schedule Timeline B
Course Catalog
6. Use the forward arrow to (<] (>] Sprin L - Summary
¥ LOCATIONS
advance to the current semester. —) pring [ Grahom Con| LTl Tanscrs gytmté
7. To register for your selected classes, | Remove Planned Courses | [ Register Now

select the “Register Now” option

Planned: 7 Credits Enrolled: 0 Credits Waitlisted: 0 Credits
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Search for a course subject: I: £ BIO| <

Filter Results

v SUBJECTS

WM BIO - Biology (11)

v LOCATIONS

-

L interet/Distance Learning (2)
I Main Campus (10)
] Orange County Campus (5)

v TERMS

N

M spring 2016 (11)

v DAYS OF WEEK

LI monday (9)
DTuesday (6)
DWednesday (8)
Ul Thursday (8)
L Friday (1)

v TIME OF DAY

ISeIecttime range...

v INSTRUCTORS

~ ACADEMIC LEVELS

L] curriculum (113

v COURSE LEVELS

U Gertificate (11)

(| Comp. Articulation Agree. (11)
[ piploma (11)

[ Non-Transfer Associate (11)

v COURSE TYPES

] AAS Natural Science (9

] CER Natural Science (9)

L] DIP Natural Science (9)

] AGE Natural Science (7)

Cwvirtual Learn'g Community (5)
Show All Course Types

v TOPICS

v INSTRUCTION TYPE

I Not Online (11)

Search for the classes by subject.

If you are looking for multiple classes you can select
additional subjects or un-check your course subject
box to display all available courses.

You can filter your options by location including
online courses.

You will need to select the appropriate semester.

You can filter by specific days of the week...

...or look for classes held during specific times.

You can filter for both continuing education (non-
credit) and curriculum (credit) options.

You can look for specific levels of classes. For
example, selecting “Comp. Articulation Agree.”
displays only courses that meet the Comprehensive
Articulation Agreement (CAA) designation as
transferrable to a four-year university within the UNC
system.

You can also filter for specific course type, for
example, by selecting AGE Natural Science, you
narrow your search to only classes that meet the
Natural Science requirements for an Associate in
General Education degree.*

*Consult with your advisor to ensure that you are taking classes that
meet your specific program requirements.
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Registering for Planned Classes

Academics

Student Planning ~

Steps to Ge

There are many of

1. Select Plan and Schedule
under Student Planning.

Planning Overview
My Progress

Plan & Schedule
Course Catalog

Test Summary

Planning Overview

fourses and earn your degree. Here are 2 steps to get you started:

2

thmc progress in your ':_'i(
S,

Go to Plan & Schedule

Ernmne ]

Plan your Degree & Register for Classes

Next, take a look at your plan to see what you've accomplished and
register your remaining classes toward your degree.

2. Select the “Schedule” tab and use the forward arrow to progress to the appropriate semester.

Schedule Timeline Adyisi —/
4)59’

(<) [3)*Spring 2016 [— |
& Print

Y Filter Sections  »

ENG-111: Writing and Inquiry

» View other sections

“4
2

Selecting “View other sections” will display course options.

i Seats Available: 23
i Instructor: TBD

i Time: MW 8:00 AM - 9:15 AM 4
i Dates: 1/11/2016 - 5/10/2016 i 9am

i Location: Main Campus Phillips Bldg 357
{Classroom Hours)

{ENGl111-108

A wian Tue vwea
ENG-111: Writing and Inquiry x
+ View other sections
7am
1Jof5 p M
{ ENG-111- 101- Writing and Inguiry / 3am | ENG-111-101 ENG-111-102 EEE\IG-H'.'GS ENG-111-104 ;ENG_111_101 TR

Hovering your mouse over each section in the menu will display the course and lab meeting times on

your weekly schedule.

3. To add the class
to your planned
schedule, simply

~ View other sections

) of5 » M

ENG-111: Writing and Inquiry £

Your selected course will appear on your

{ ENG-111- 101- Writing and Inguiry
i Seats Available: 23

i Instructor: TBD

i Time: MW 8:00 AM - 915 AM

| Dates: 1/11/2016 - 5110/2016

left-click on the
section within
the menu.

i (Classroom Hours)

+ Location: Main Campus Phillips Bldg 357

schedule as a bright yellow “planned” course
and the other options will disappear.

N\

ENG-111-101: Writing and Inquiry =

Planned

Tam

Credits: 3

Grading: Graded
Instructor: TBD
1/11/2016 to 5M10/2016
Seats Available: 23 9am
» Meeting Information

10am

TVTGTT

ENG-111-101

e

ENG-111-101

wwed

4. To register for your selected classes,
select the “Register Now” option.

Planned: 7 Credits
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Filtering courses from your course plan

Select Plan and Schedule under

student Planning. ﬁ Academics Student Planning # Planning Overview
Steps to Ge Planning Overview _

ALECEICIGERT My Progress ourses and earn your degree. Here are 2 steps to get you started:

10)°] 1 Plan & Schedule 2
Vil Pl D & Register fi
— St P W S T L A T
= ; S| Iestsummary oo serenier ?&ifﬂi&%’i'ﬁS‘%géif!iﬂé?fﬁéﬁﬁi‘gyﬂ”a?;;
L toward vour decree
Schedule Timeline Advising ‘ Petitions & Waivers
- Selecting the Filter Sections option will allow you to filter your course
Fall 2016 (=] [+ options by several different criteria.
¥ Fltersections ¥ | 7 SavetoiCal B Print
Y Fiter Sections v éan Save toiCa Planned: 3Credits  Enrolled: 0Credits = Waitlisted: 0 Credits

Availability Day of Week Time of Day Instructor

Any Any Any Any Any

Filter only open Search by location  Find classes held on  Find classes held at  Find classes taught
courses. (campus and online  specific days of the specific times. by a particular
options) week. instructor.

How do | know that my registration was successful?

There are several ways that you can confirm that your registration was processed.

You will receive a notification in the upper right-hand corner of the page notifying you either that you are
successfully registered, or that your registration was not processed. If you were not registered, the
notification alert will indicate the reason(s) why.

Currently registered courses will appear in green on your schedule.

You will also have the option to Drop the classes.
Schedule | Timeline ] Advising I

(<] [>] spring2016 [+]

Y Filter Sections > EAPrint | [ Save to iCal Plar

f o D . Py Mon Tue Wed
ACA-122-Te0A: College Transfer
Success Sam

@ Registerea

10am (@@ FErEmTn ACA-12Z-T60A

D
11172016 to 372016 11am
> Meeting Information

| Drop 12pm

Please Note: You must pay for classes by the tuition deadline to avoid being dropped for non-payment. For
more information about the tuition and fees payment schedule, go to: https://www.alamancecc.edu/
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https://www.alamancecc.edu/

Program Evaluation

My Progress - This page shows the requirement courses that you need to complete your academic program.
It also shows those classes that you have taken and those that you will need for your degree etc...

Alamance
iy Colloge

Hello, Welcome to Colleague Self-Service!

Chaose a category to get started

© Student Finance @ Financial Aid

Here you can view your latest statement and make a payment online. Here you can access financial aid data, forms, etc

8 TaxInformation g Ctudent Planning
Here you can change your consent for e-delivery of tax information. Mgy can search for gpfes, plan your terms, and schedule & register your course sections.

f¥aduation Overview

Here you can view and submit a graduation application.

g Grades

Here you can view your grades by term

@ Transcript Requests

Here you can view and request a transcript.

i Company LP. and its affiliates. All rights reserved. Privacy

Alamance
iy Collegs
Academics Student Planning Planning Overview
1| s forms in pof f
Steps to Getting Started

There are many aptions to help you plan your courses and earn your degree. Here are 2 ste

2
BN Plan your Degree & Register for Classes

ook at-your plan to see what you've accomplished and register your remainin classes

your deg;
Goto Plan & Schedule:

Programs Cumuative GPA Progress

Assoriate Degree Nursing Q 1:5752.000 reuivec) [

My progress page will show your progress in your program along with status of all requirements for your
program. Sample screenshot below:

Atamance -
onityCollege B

Acadarmics Student Pianning My Progress

My Progress (= ]
5] | Associate Degree Nursing | [+] viewanew rrogom [ omazampie courmapian |
= | or2progrems) e

At a Glance

Pragram Completion must be verified by the Registrar.

r

Toeal Crodis (56 £ 73)

= |

Total Credits from this School (56 07 35.5)
= = %5 |

Requirements

General Education Requirements

If you have questions on your progress check with your advisor
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Official Transcript Request

Alomance :
Communily Collage [ signout () Help

Academics * Transcript Requests

All transcript requests are fulfilled by the National Student Clearinghouse - Please use this link:  National Student Clearinghouse

Transcript Requests

Transcript Requests

0-2020 Ellucian Company LP. and its affiliates. All rights reserved. Privacy

Click on the “National Student Clearinghouse” link. This will take you directly to the transcript ordering
page. The following will appear:

Alamance
Transcript Ordering Center Community @ He
College

System Messages

Important Infermation: AUG. 8-9 DOWNTIME: As part of our continued commitment to improving our service and performance, the Clearinghouse is upgrading our
systems. During the upgrade, all Clearinghouse services will be unavailable from 5SAM ET, on Sat., Aug. 8 through 12PM ET, on Sun_, Aug. 9. We apologize for any
inconvenience, and look forward to being able to better serve you.

Important Information: Please be advised there may be delays or disruptions in processing transcript requests by institutions closed due to the Coronavirus. Please
check the school's website for closure information

Clearinghouse Notifications

Payment will be accepted, if a cost is invelved, with any major credit or debit card. Your credit or debit card is not charged until your school sends your transcript(s)
However, if you use a debit card, your bank may put a hold on your funds when we pre-authorize your payment. If you have questions on the pre-authorization
please contact your bank.

ORDER TRANSCRIPT(S) >

View Transcript Order Std

Click here to begin your order
e And complete the request

2300 Dulles Station Blvd. Suite 220
Hemdon, VA 20171

Contact Us @ Privacy Policy & Terms & Conditions of Use &
©2020 National Student Clearinghouse . All Rights Reserved

Transcript can be sent either electronically to an email address or mailed. Note that there is a small
processing fee charged by National Student Clearinghouse for this service. You are not charged until the
transcript is sent. You also receive confirmation emails at every step of the process (ie request received,

consent received, transcript sent, transcript retrieved, etc).
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Grades

Alomonce
@l‘mum‘v 0 Sign out ? Help
Hello, Welcome to Colleague Self-Service!
Choose 3 category to get started.
Finandial Information ¥
@ Student Finance @ Financial Aid
Here you can view your |atest statement and make a payment online. Here you can access financial aid data, forms, etc.
Student Planning
i® TaxInformation # Student Planning
Grades Here you can change your consent for e-delivery of tax information. Here you can search for courses, plan your terms, and schedule & register your course sections.
& Graduation Overview
Here you can view and submit a graduation application
Transcript Requests
Course Catalog.
User Options
i {1 2000-2018 Ellucian Company LP. and its affiliates. All rights reserved. Privacy
Click on “Grades (either link)
and you can view your grades, by term, for every class taken at ACC
Academics Grades
Grades
2016 Spring Semester ~
Term GPA: 3.000
Course Section Title Final Grade Midterm 1 Credits
0S5T-243-02E
N Med Office Simulation B A 3
\ 1/11/2016 - 5/12/2016 ’
2015 Fall Semester v E

|

Term GPA: 2.000

2015 Summer Semester
Term GPA: 2.000

Course Section & Title & Final Grade & Midterm Grade & Credits
are listed for each course by term

2015 Spring Semester
Term GPA- 1.375

2014 Fall Semester
Term GPA: 2.500

2014 Summer Semester
Term GPA: 4.000

Click on arrow to expand or collapse term grades
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Unofficial Transcript

Your unofficial transcript will show all courses taken at our college, grades for each, along with term and
cumulative GPAs, and any degrees awarded by our college. In addition, any credits transferred in from
other institutions (with institution’s name) will also show on the transcript

Alamance
Commuaity Collego

Hello, Welcome to Colleagiie Self Servirsl

Choose a category to get starty

Fnandial Information

1t - Click on Arrow to expand Student Planning

Employment

Academics

8 Tax Information @ Employee
n Here you can change your consent for e-delivery of tax information. Here you can view your tax form consents, earnings statements, banking information, and timecards
Student Planning
Pl: O 5
anning Quanview g Student Planning @ Grades
Here you can search for courses, plan your terms, and schedule & register your course sections. Here you can view your grades by term

My Progress

Plan & Schedule = Graduation Overview

Here you can view and submit a graduation application

fou can view your latest statement and make a payment online Here you can access financial aid data, forms, etx.

@ Financial Aid

g Transcript Requests

Here you can view and request a transcript

Course Catslog

Test Summary

2" . Click on Unofficial Transcript

Jved. Privacy

Unefficial Transcript

~——

Alamance
Commonity Colloge

Unofficial Transcript

Academics Student Planning Unofficial Transcript

A These documents are unofficial and should not replace the official signed and sealed transcript provided by the registrar.

This is reminder that you are
viewing an unofficial transcript
é”u::'u- © 2000-2017 Ellucian Company L.P. and its affiliates. All rights reserved. Privacy

Click on Curriculum Transcript and then open as a PDF.
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An Example is shown below

Heading information on student has been excluded

Course & Title of Course & Final Grade & Hours Attempted and Completed & Dates & Academic Standing

are listed by term

Curriculum:
Hrs Hrs
Course Title/Comments Grd Repeat Att Cmpl
2013 Summer Semester
MAT-060 Essential Mathematics EB 4.00 4.00
0ST-148 Med Coding Billing & Insu c 3.00 3.00
Term Totals: 7.00 7.00
Cumulative Totals: 7.00 7.00
Academic Standing: Good Standing
2013 Fall Semester
DMA-040 Express/Lin Equat/Inequal T 1.00 1.00
DMA-050 Graphs/Equations of Lines R 1.00 0.00
MED-110 Orientation to Med Assist B 1.00 1.00
ACR-111 College Student Success A 1.00 1.00
CIS-111 Basic PC Literacy C 2.00 2.00
ENG-090 Composition Strategies BC 3.00 3.00
ENG-115 Oral Communication A 3.00 3.00
RED-090 Improved College Reading EB 4.00 4.00
Term Totals: 16.00 15.00
Cumulative Totals: 23.00 22.00
Academic Standing: Good Standing
2014 Spring Semester
ENG-111%%* Expository Writing B 3.00 3.00
MAT-110 Mathematical Measurement c 3.00 3.00
MED-116 Introeduction to A & P c 4.00 4.00
MED-118 Medical Law and Ethics B 2.00 2.00
MED-121 Medical Terminclogy I c 3.00 3.00
Term Totals: 15.00 15.00
Cumulative Totals: 38.00 37.00
Academic Standing: Good Standing
2014 Summer Semester
HUM-115%** Critical Thinking A 3.00 3.00
Term Totals: 3.00 3.00
Cumulative Totals: 41.00 40.00

Academic Standing: Part Time Honors

@y (SIS [
[N T s (R = B ) e I P T S T e I S N A = =] [ = R )

=

@ b ba

-3

Grade
Points

.00
.00
.00
.00

.00
.00
.00
.00
.00
.00
.00
.00
.00
.00

.00

a0

.00
.00

0o

.00
.00

.00
.00
.00

Course Dates

05/16/13-07/12/13
05/16/13-07/12/13
GPA = 2.000
GPA = 2.000

08/15/13-09/11/13
09/12/13-10/08/1
08/15/13-10/08/1
08/15/13-12/16/1
08/15/13-12/16/1
08/15/13-12/16/13
08/15/13-12/16/13
08/15/13-12/16/13
GPA = 3.286

GPA = 2.300

W L

[}

01/09/14-05/12/14
01/09/14-05/12/14
01/09/14-05/12/14
01/09/14-05/12/14
01/09/14-05/12/14
GPA = 2.333

GPA = 2.560

2
2

05/16/14-07/11/14
GPA = 4.000
GPA = 2.714
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How to Find Your Advisor

4=
[rm——r

Hello, Welcome to Colleague Self-Servicel

Choase & categnry to et started.

Financial Aid

Here you can sccess finani

o Student Finance W

HErE you can Wew your lstest statement and mske 8 payment on

] gformation & Student Planning

1t - Click on Arrow to expand Student Planning

Flanring Cverview

My Pragress

Course Cataiog,

#& Graduation Overvie

Here pou can visw and s

Test Summary

2" Click on Plan & Schedule

Urofficial Transcrigt
é-—u-u— £ Z000-2012 Ellucian Company LP. and s affiabes. All ghts nesenmed. Frivacy

Here search for courses, plan your term

€ signout
3" _ Click on Advising Tab _

5

Alamance
Communiy Colloge

Plan your Degree and

Academics

€ your courses

Petitions & Waivers

Schedule | Timeling( | Advising

Remove Planned Courses Register Now

2017 Fall Semester |- |+

Advisor name is listed along with a section
to compose a message 2 e

Alomance
Commanity Collego

Plan your Degree and S,

Academics

and a history of emails sent and received

& your courses

Petitions & Waivers

Schedule | Timglin,

My pdvisors
Request Review
eneral)

Compose a Note View Note History

Sing

Shannon? Can you see this? Please respond to llena

Mouse, Mickey M. on 5/15/2017 at 9:34 AM

Save Note Testing

Mouse, Mickey M. on 5/9/2017 at 11:32 AM
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Current Schedule

&=
lommeity Celloge

Hello, Welcome to Coll
1t - Click on Arrow to Expand Academics

T4

@ Financial Aid
e Het n

[® TaxInfon

Here you ca

nning

N o COUPSES, AN your term

Flanring Overview

2" - Click on Arrow to Expand Student Planning

My Pragress

g Grades # Graduation Overview

HErE you can vew

Here you can view and

t a graduation app

—— & Tns 34 - Click on Plan & Schedule

HETE you can Wiew and request & b

Test Summary

UnofMcial Transcript

= e B Comcsy L and i afilates & rights eaned Frivace

The following screen appears showing student schedule

‘amance
é(mwmmrsg. € signout ? Hep

Academics Student Planning Plan & Sched Click Here to prlnt
Plan your Degree and Schedule your courses (= )|
Schedule | Timeline | Advising | Petitions & Waivers
2017 Fa“ Semester —_ Remove Planned Courses Regis[er Now
¥ Filter Sections » | [ Save toiC Planned: 12 Credits  Enrolled: 0 Credits ~ Waitlisted: 0 Credits
& sun Mon Tue wed Thu Fri Sat
BIO-111-04W: General Biology |
gam -
Planned
9am 011100 011100 011100
Credits: 4
Grading: Graded 10am
Instructor: Bailey, E
Instructor: Gaffney, T 11am
8/19/2017 to 12/14/2017 =
Waitlisted: 3
12pm
> Meeting Information

Below is an example of a printed student schedule

Al Mickey M. Mouse|
o] Status & Course Title & Date/Time & Location & Instructor for each class is shown

[
2017 Fall Semester l Planned: 12 Credits ~ Enrolled: 0 Credits ~ Waitlisted: 0 Credits
Schedule Details ‘
Status Course Title Time Location Instructor

MWF 9:05 AM - 10:00 AM

8/1972017 - 1214/2017 H Bldg, 126 Bailey, E

Planned BIO-111-04W General Biology | T o0s AV - 1205 PL N B‘dg 0 Gam%y T
§/19/2017 - 1214/2017
Th 6:00 PM - 9:00 PM

Planned BIO-163-01W Basic Anat & Physiology ?;%g“;&:*;’;;gﬁww : g}gg ;ﬁg Pulley, J
871972017 - 121472017
TBD

. 61972017 - 1211472017 Distant Education/Online, ONLNE
Planned CI5-110-01E Introduction to Computers THD Distant Education/Online. ONLNE Schnell, K

8192017 - 12/14/2017
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Required Documents Status

This will show the status of all documents that are required
(ie Transcripts, FA documents, etc)

é w
=

Welcome to Colleague Self-Servicel

1°t - Click on Arrow to Expand Financial Information

g Student Planning

2nd - Click on Arrow to Expand Financial Aid

3rd- Click on Required Documents

= —

Example shown below:

e sign out ? Help

Required Documents (Admin)

Alamance
Community College
Financial Aid Counseling
Reiuired Financial Aid Documents

Select an Award Year:| 2017/2018 Academic Year :I

Documents Completed
(Shown as Received with date and title of document)

A

Contact Financial Aid Office

Incomplete

Incomplete

Incomplete

Complete

® Received
02/21/2017

17/18 Fa Contract

® Received

17/18 Parent Signature
’ 08/04/2016

08/08/2014

Received
' ©

® Received
08/07/2014

17/18 Electronic Consent

Admissions College Transcript

High School Transcript

Admissions College Transcript

Status & Documents still required
(Shown as Incomplete)
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Student forms

Access to ACC forms

Hello, Welcome to Colleague Self-Servicel

crocne s coegery o get sares

o Student Finance
e

@ Financial Aid
Here o can vew our i siement ng sk 8 ey i e you can acess il g, fors,

=

Tax Information g Student Planning
Here s can crarge o consre e e ey e you con s oy

@ Grades

fluation Overview
Hereyoucanvew yaur syt pp— 2

ew  SUETIL B Gracuon gt

g Transcript Requests
Here o canvew anc gt s varsep.

e prveey

(ommenty(lege ? Hep

Click on “Student Planning” and then on “Student Forms”

Hamone
mmuniy (olge
Awademics v StudentPlaning v Planning Ovenyi
L
l Access to commonly used forms in paf format are available he

A page with links to Alamance Community College student forms will appear.

Note that selected form will need to be printed out, completed, and then submitted.
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7 QUICK LINKS

Alamance

Community DIGREESAND  HOWTO  PAYINGFOR  SERVICESFOR  SERVICESFOR
HOME PROGRAMS APPLY COLLEGE STUDENTS ALUMNI
College |

\ L

Student Forms

HOME STUDENT FORMS

Student Forms
All PDF:

—
Change of Student Information Form

Drop-Add Form

FERPA Release Form

Placement Test Retest Form
S

Placement Test Score Request

Links to Student Forms (PDF format)
Description of each form below

Tuition Refund Request Form

Degree Certificate Reprint Request Form

Application for Graduation

- Change of Student Information Form is used to change your information in our database (name, mailing
address, email address, etc). Address/Email/Telephone changes can now be made by the student
themselves in the User Profile section of Self Service (pages 47 — 53 of this guide explains how). Note that
SSN change or Name change requires additional documentation.

- Drop/Add Form — Form used to drop or add a course after the end of the semester drop/add period.
Note that form will need to be submitted to your instructor/department head.

- FERPA Release Form — Form authorizing the college to release your non-directory information to specified
individual(s) upon their request.

- Placement Test Retest — Form to authorize placement test retest. Note that request must be approved
by ACC Faculty/Staff member.

- Placement Test Score Request — Form authorizing ACC to release your placement test scores.

- Tuition Refund Request — Form for a tuition refund. Note that form is submitted to the Academic Dean
for approval/disapproval.

- Degree Certification Reprint Request — Request for an additional copy of ACC degree/certificate. Note
that there is a fee involved that must be paid before release of degree/certificate.

- Application for Graduation — Paper copy of application for graduation.
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Graduation Overview

= =

Hello, Welcome to Colleague Self-Servicel
crocee s coegery a gesane,

© Student Finance

® Financial Aid
ey con s sl g forms, e

# Graduation Overview
Fepg con v

ew e sutit  rockmt

e ommams g W L#. a0 s aMotes Al ights reservet rivecy

Click on “Graduation Overview"to begin process to electronically submit a graduation application.
Note that you must submit a graduation application if you wish to graduate and have your degree listed on
your transcript — it is not an automatic process

Alamance
ammunity College a Sign out ? Help

Academics - Graduation Overview

Graduation Application

Review My Academic Progress

Programs of Study

Program of Study Major Application Status

Associate Degree Nursing Associate Degree Nursing

Medical Office Administration: Medical Auditor Diploma Medical Office Administrat

ompany L.P. and its affiliates. All rights reserved. Privacy

Click on “Apply” button next to the program of study that you wish to submit a graduation application for
and the following screen will appear.
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Alamance
ommunity College € signout

Academics Graduation Overview

< Back to Programs of Study
Graduation Application

Full Name Mickey M Mouse Medical Office Administration: Medical Auditor Diploma

GraduationTerm * | — EI Major Medical Office Administration

Preferred Name on Diploma * ‘ cco Diploma

[Mickey M Mouse

Commencement Details

Diploma Mailing ) Ship to preferred mailing address
Address

Name and address
will auto-populate from our database
If you want your name listed differently on your
diploma update it here
If you want it shipped to a different address
click here and complete new address

2603 Holly Hill 5t
Suglinoton, NC 27215

Ship to a new Jddress

éu——ah-'w © 2000-2017 Ellucian

Alomance
ommunily College © signout

Academics Graduation Overview

< Back to Programs of Study
Graduation Application

Full Name Mickey M Mouse Medical Office Administration: Medical Auditor Diploma

GraduationTerm * I p—— ( H Major Medical Office Administration
Please Select
Preferred Name on Diploma * 2017 Fall Semester o Diploma

2018 Spring Semester

2018 Summer Semester

Click on arrow button and select the
term you are applying for

Commencement Details

Diploma Mailing ) Ship to preferred mailing address

Address 2603 Holly Hill St

Burlington, NC 27215

Click on submit button

Ship to a new address

fen @

é&-—-—wr—h © 2000-2017 Ellucian Company LP. and its affiliates. All rights reserved. Privacy

Once you click on “Submit” button you will receive an email confirming that we have received your
graduation application along with other planning information that you will need for graduation.

Note that if Graduation Application is not submitted by the deadline date then a paper copy must be
submitted to Academic Dean.

Page 46 of 54



User Profile

View and update your demographic information in college database

éfﬂmm
(e

Hello, Welcome to Colleague Self Servicel

Chocse 8 categery o get started,

Student Finance

Here you can sew your ateststatement and make & payment onine.

Tax Information

Here you can vew and requ

Transcript Requests

T2 U CAN CRATIge your comsent for &-Geiivery af tax Information.

-m

g Finandal Aid

Here you can accezs fraicial ad data, forms, ate.

% Student Planning

HiEre You Can search FOr COUTSS, Pian Your t2rms, and scheduie & reglster your COUrSe Sections.

g (Graduation Overview

Hiere you can view anid submit 8 grachuation application.

d:-ll 0 20002012 Ellucian Company L. and s affiates. All fghts reserved. Frivacy

Click here to expand and then here to access your profile

&=
{ammeniy Clye

Hello, Welcome to Colleague Self-Servicel

Chose a caiegory bo getstaried.

Studeg
H Y oL Iatest stabement and make & payment oine
Tax Information

Here you can change your consent fr e-Geilery of 2 Information

Grades

Here Yo can iew your grades by term

Transcript Requests

Here you can e anct recuest 8 trarscript.

@ Financial Aid

Here you oan acress financial s, form, et

# Student Planning

Here you Can 2eareh for CoursE5, plan Your terms, &nd schedule & Fegister yOur CoArse sectons.

& Graduation Overview

Here you can view and submit & graduation applcation.

d:- {0 30002018 Ellucian Compay LP. and ts sMiates. 1l ights reserved, Frivacy
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The following screen will appear

Al -
&=~ e

User Options User Prafile

About You

Mickey Mouse Your name, ID#, DOB, & Primary Email

Colleague ID: 0960770 — will be shown here

Date of Birth: 12/31/1965

B glizabeth brehler@alamancecc.edu

If information is incorrect or needs to be updated please complete and submit a "Change of Student Information” form.

Adds
e Your current address
_ and type of address
- Last Confirmed On: 10/4/2017 ) ) | Confirm |
Click to confirm that the address(es) below is accurate as of taday W|” be Shown here
Address Type Preferred
2603 Holly Hill St, Burlington, NC 27215 Business ] L
Email Addresses Your primary email will
be shown here
- Last Confirmed On: | Confirm |

click to confirm that the emailis) below is accurate as of to

Email Type Preferred

elizabeth brehler@alamancecc.edu Primary - Groupwise []

Phone Numbers
All phone numbers & types
;| Lastcontmed on: will be shown here [ conim |
Click ta confirm that the phone(s) below is accurate as of to

Phone Number

336-000-1235
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How to Update User Profile (address, email, & telephone)

Alamance
é&’ommuﬂiwtﬂfno 8 mmmouse770 (> signout @ Help

User Options User Profile

About You

Financial Information “v

Date of Birth: 1
B4 mmmouse?’
Academics —

15t - Click Here

Mickey Mouse

Daily Work Colleague ID: 0960774 (User OptionS)
- a
User Options ddresses
Last Confirmed On: 2/11/2021 " confirm )
« User Profile Click to confirm that the address(es) below is accurate as of today. hS A
nd H
2" Then Click Here
Address Preferred
(User Profile)
2085 Happiest Place o anent v ﬁ
Email Addresses
Last Confirmed On: ‘/' Confirm \‘
Click to confirm that the email(s) below is accurate as of today. - A
Email Type Preferred
elizabeth.brehler@alamancecc.edu Primary
Phone Numbers
Alamance
Community College & mmmouse770 > signout (@ Help
User Options User Profile
About You rd .
3" - Click Here
(Edit Icon)
Mickey Mouse
Colleague ID: 0960770
Addresses
Last Confirmed On: 2/11/2021 ( Confirm \
Click to confirm that the address(es) below is accurate as of today.
Address Type Preferred
2085 Happiest Place on Earth, Chapel Hill. NC 27514 Home/Permanent v f
Email Addresses
Last Confirmed On: ( Confirm \
Click to confirm that the email(s) below is accurate as of today.
Email Type Preferred
elizabeth.brehler@alamancecc.edu Primary
Phone Numbers -
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=

User Options - User Profile

About You

Date of Birth: 12
&3 mmmouseT7

Mickey Mouse
Colleague ID: 0960770

Addresses

Last Confirmed On: 2/11
Click to confirm that the

Address ’

2603 Holly Hill St, Burlington, NC|

1234 Happiest Place on Earth, Orl

Email Addresses

Last Confirmed On:
Click to confirm that the

£, mmmouse770 & si

Enter Address Details

Outside US/Canada

Address Line 1*

1234 Happiest Place on Earth

Address Line 2

City *

Orlando

3" - Click Here and Update
as Needed - Address, City,

Zip, etc.

State/Province *

Florida

ZIP/Postal Code *

32830

Type

Home/Permanent

Cancel Update Address

4t — Once Done
Click Here to
Update Database

Iwpe

preferred

Alamance
Community College

User Options User Profile
About You
Dare of Birth
4 mmmous

Mickey Mouse

O mmmouse770

amancecc.edu

@ Help 1

(> signout

Successfully updated user profile.

now shown

5th — Verify Information is
Correct and new address is

Addresses

Last Confirmed On: 2/11/2021

Click to confirm that the address(es) below is accurate as of today.

'
( Confirm
N

’Ad dress Type

2085 Happiest Place on Earth, Chapel Hill, NC 27517 Home/Permanent

Email Addresses

Preferred

2

6t — Click Here to Confirm

Last Confirmed On:

Click to confirm that the email(s) below is accurate as of today.

Confirmation Message Then
Appears

Email Type
elizabeth.brehler@alamancecc.edu Primary

Phone Numbers

Preferred
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Update Email Address(s)

Note that your preferred email address will always be your ACC email address

Colleague ID: 0960770

Addresses

Confirm

Last Confirmed On: 2/11/2021 re ~
Click to confirm that the address(es) below is accurate as of today. ~

Address Type preferred

The Happiest Place on Earth, Walt Disney World. Orlando, FL 32830 Home/Permanent " f

Email Addresses

Last Confirmed On: 2/11/2021 N
Confirm
Click to confirm that the email(s) below is accurate as of today. ~

15t - Click Here
(Edit Icon)

mmmoeuse770@access.alamancecc.edu Primary " &®

'a <+ Add N Ei il b
| dd New Emai
g .

Email erred

Phone Numbers

Last Confirmed on: N
Confirm
Click to confirm that the phone(s) below is accurate as of today. S~

L A BN
(4 AddNew Phone )
S ey

Phone Number Type

Colleagus ID: 0960770 S

2" — |nsert

Addresses

> .
o I (New Email Address)

Click to confirm that the address(es) below is accurate as of today.

Address Type

Home/Permanent

3rd —Select Type

The Happiest Place on Earth, Walt Disnev\World. Orlando. FL 3!

Enter Email Detail

Email Addresses
Email Address %

Last Confirmed On: 2711
Click to confirm that the |

4th- Click (Add Email)

Type

Add N E
| secondary anfo oniy) T

Secondary (Info Only) |
Ernail | Continuing Education ;rj’rﬂferrEG

Cancel

| mmmouse770@access.alamancel " ~ @@ ‘

Phone Numbers

BN o conirme on

Click to confirm that the phone(s) below is accurate as of today.

—+ Add New Phone

Phone Number Type
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Addresses
@ Last confirmed On: 2/11/2021 " confirm )
Click to confirm that the address(es) below is accurate as of teday. A~ /

Add ks .
» | 5t —Verify Update and
The Happiest Place on Earth, Walt Disney World, Orlando, FL 32830 Hol f

Click Here to Confirm ~

Email Addresses >

® Last Confirmed On: 2/11/2021 C c Ny
onfirm
Click to confirm that the email(s) below is accurate asgfffoday. AN ~
Email Type Preferred
mmmouse770@access.alamancec d Primary v Prde)
mickey.mouse1965@yahoo.com Secondary (Info Only) y@
Phone Numbers
@ Last Confirmed On: ¢ confirm
Click to confirm that the phone(s) below is accurate as of today. N~
L aaa e prere )
(_ + AddnNewPhone )
Address Type Preferred
The Happiest Place on Earth, Walt Disney World, Orlando, FL 32830 Home/Permanent v f
Email Addresses
Last Confirmed On: 2/11/2021 {
{ Cenfirm )
Click to confirm that the email(s) below is accurate as of today.
¢ -+ Add New Email M
| d ew cmall ]
N S
Email Type Preferred
mmmouse770@access.alamancecc.edu Dcinan v f ®
st H
15t - Click Here
mickey. mouse1965@yahoo.com y ®
(Add New phone)
Phone Numbers
Last Confirmed Ong ( Confirm )

Click to confj

y <

4 ™
| - Add New Phone
oo

at the phone(s) below is accurate as of today.

Phone Number Type

336-000-1238 Home tﬁ @

© 2000-2021 Ellucian Company L.P. and its affiliates. All rights reserved. Privacy

Page 52 of 54




Address Type Preferred

The Happiest Place on Earth, Walt Disney World, Orlando. FL 32830 Home/Permanent v f

Email Addresses

Last Confirmed On: 2/11/2021

Click to confirm that the email(s) below is accurate as of today.

= Add New Email

Email Phor

Enter Phone Details )4

Phone Number *

ﬁ Preferred
! 2n— Add

Information Here

mmmouse770@access.alamance .
Extension

\

mickey.mouse1965@yahoo.com

Phone Numbers Type

Cell phone
Last Confirmed On:

Click to confirm that the

31— Click Here |

one Numbper i+ \
e o (Add Phone)

336-000-1238 Home

Cancel |

© 2000-2021 Ellucian Company L.P. and its affiliates. All rights reserved. Privacy

The Happiest Place on Earth, Walt Disney World, Orlando. FL 32830 Home/Permanent v &

Email Addresses

Last Confirmed On: 2/11/2021
Click to confirm that the email(s) below is accurate as of today.

™
Confirm )
e

é + Add New Email D
. Add New Emai
N A

Email Type Preferred

L@
£L®

mmmouse770@access.alamanc edu

4t Verify Here That Correct Information
was Added and Click Confirm

mickey.mouse1965@&yahoo.com

Phone Numbers

Last Confirmed On: " confirm
Click to confirm that the phone(s)gffiow is accurate as of today. N~ 7
+ Add New Phone
Phone Number Type

336-000-1238 Home ped )
123-456-7890 cell phone y @

-2021 Ellucian Company L.P. and its affiliates. All rights reserved. Privacy
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LOG OUT

Alamance
ity Callge ° Sign out

Hello, Welcome to Colleague Self-Service!

Choose a category to get started

@ Student Finance @ Financial Aid
Here you can view your |atest statement and make a payment online. Here you can access financial aid data, forms, etc Click on ”Sign Out” to
log out of program
8 TaxInformation # Student Planning
Here you can change your consent for e-delivery of tax information. Here you can search for courses, plan your terms, and schedule & register your course sections,
g Grades # Graduation Overview
Here you can view your gradas by tarm. Here you can view and submit a graduation application.

g Transcript Requests

Here you can view and raquest a transcript.

d’:“' ) 2000-2018 Ellucian Company LP. and its affiliztes. Al rights reserved. Privacy
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