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ACTIVATING YOUR ACCOUNT - INFO FOR NEW USERS

Your UserID
Before you can use Self Service, you must activate your MyWCC account at http://www.sunywcc.edu/mywcc . Your ten
character MyWCC account is in the form: FLLLL99999, where:

F- the first initial of your first name

LLLL- the first four letters of your last name

99999- the last five digits of your personal student ID number assigned in the enrollment system.

For example: JSmit12345

NOTE: If you have been a Collegium member in the past but do not know your userID, please contact Judith Kelson at
(914) 606-6535 or by email to Judith.kelson@sunywcc.edu.

Activation Process

Enter this address in your Internet Browser: www.sunywcc.edu/mywcc

If you have trouble with this address you can try this alternate form, being sure to first type https:// as shown:
https://mywcc.sunywcc.edu

Find the panel on the left titled “WCC Account Activation” and click on the Continuing Education/ELI Students link.
Enter your 10 character UserID as described above as requested and click Continue.

You will be prompted to select two security questions and provide an answer for each. These questions will be used in
the event that you forget your password. It is important that you remember exactly the answers you provide!

Next you will be requested to create a password for your account, and to enter it twice. The second entry must match
the first exactly to verify correctness. The Password must be between 7 and 25 characters long, must contain at least
one UPPER case character, at least one lower case character, at least one digit, and cannot be your first name, last name
or be the same as your userlID. It should not contain spaces.
Examples:

Acceptable Password: ILoveCollegium2011

Invalid Password: collegiummember (no upper case, no digit)
Click Continue.
You should receive confirmation that your account is activated.

Now you are ready to register!


http://www.sunywcc.edu/mywcc
http://www.sunywcc.edu/mywcc
https://mywcc.sunywcc.edu/
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ENROLLING IN COLLEGIUM

Return to the MyWCC portal at http://www.sunywcc.edu/mywcc

MyWCC

Find the panel in the top left corner titled “Signon”. Enter your UserID and Password

and click Sign In. vsert: [

Passwonxl—
Sign In
You should see the “Enroll Here” panel in the top middle of the
page. Enroll Here '
Click on the Student Center link. Student Center

Manage our school related activities
{enrolimen g, personal information, etc).

The next page that displays provides your Self Service functions. 2esrch Egoeadine:
Click the Enroll link in the Academics region. Enroll mETaa
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Step 1- Selecting Classes

The Add Classes pages should appear.
Enter the 5-digit Class Number for the first class in which you wish to enroll. A list of the Class Numbers for Winter
Collegium can be found at the end of this document.

( Search 1( Plan ]( Enroll My A

| my class schedule ” add ” drop ” swap ” tern|

The first number you should enter is 14676 to enroll
in the Winter Collegium Membership. Add Classes i
1. Select classes to add

Then click Enter.

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

NOTE: you must enroll for both the Membership and
the specific Topics for the day you wish to attend. You
may select one topic in each time slot. ®

| Continuing Education | Westchester Community College change te

Add to Cart: 44 ¥4 1 Shopping Cart
Enter Class Nbr
55554| enter | Your enrollment shopping cart is empty.

Find Classes

@ Class Search

() My Planner

search |
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The schedule information for your selection will display. If
it is the correct choice, click Next.

NOTE: If you selected the wrong class number, click Cancel.
The following message will display:

“You have unsaved data for this transaction. Click OK to go
back or Cancel to discard your changes.” Simply click Cancel
and you will return to the Add classes screen where you

T may make a different selection.
[ Section | Component Days B Tamas [T Inshructor '_5L..-n,-s--u Date
Alraceurs (NS |Campn TaD) S
— You will return to the Add Classes page and see
F. as5es . .
[1} a confirmation that the class has been added to

1. Select elasses to add

To select daszces for another term, select the term and dick Change. When you are

satished with your dass selachons, procesd bo step 2 of 3.

J CE-COLGM 2000WA has been added to your Shopping Cart.,

your Shopping Cart.

You may now enter the next Class Number for
your next choice (see Step 1 above). Refer to the
chart at the end of this document to select the

Class Numbers for the topics you wish to attend.

Continuing Education | Westchester Community College

Step 2 — Completing Enroliment

@ o A
Once you have selected all your classes, you
Add to Carts may review your selections. The trash can
Enter Class Nbr Delete Class Days/Times Room Instructor Units Status . .
s e tiooaw . Vanalla icon under Delete next to a class will
g 110148 eci i o ® remove it from your selections.
Find Claccax \ )
(% Class Search we s:rasam - valhalla
i} 10130AM PN S Staff & .
C My Planner 130 (TED) Once you have made all your selections,
. torasam - | Vaihalla click the “Proceed to Step 2 of 3” button
wenrch I ]‘I Campus Staf e
(TBD)

that displays below your choices on the Add
Classes page.
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Add Classes

You will be prompted to confirm your
class selections for a last time. Click
“Finish Enrolling” if all your selections are
correct.

2. Confirm classes

NOTE: you may click Previous if you need
return to the Add Classes page to make

Click Finish Enrolling to process your request for the dasses listed balow. To
exit without adding these dasses, click Cancel

&

® . to

. . Tlass [ Descripton i Days/amaes [ Room [ nstroctar [unns{s(;(u;'
any changes before confirming. P pemr e e —
C 20 [Collegium Wed |We 1:004K - c:m:m‘, Stoft ®
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CE-COLOM 2002VA- | i 5 valhalls ‘
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Add Classes

CHEHE
3. View results
View the following status report for enrcliment confirmations and errors:
"4 3
Cluss lN---.q- Is"h“/
CE-COLGM 2000VA ;j:::::l"n'rhs class has been acdded to your «
CE-COLOM 2002VA ::::::I-.: This clans han bBeen acdded to your “

Success: This class has been added 1o your

CE-COLGM 2002VA Lothadule. "4

Make a Pavment
Specify Pavment Amount

Listed below is your total charges by due date. You can pay in full or pay only the
outstamding charges due now (i.e: all charge items less than today's date)

Cutstanding| Payment
Description Term Charges Armount
| [ 164,00 160]

Currengy used is US Dollar,

7

A green checkmark in the status section indicates
that you are successfully enrolled in the class. A red
X indicates a problem — the most common problems
will be selecting a class that has no more available
seats or that has a time conflict with another
selected class. Review any messages that are
displayed about the status of your enrollment.

If you do receive a red X, click “Add Another Class”
to return to the Select Class screen to make
adjustments to your schedule.

Step 3: Make a Payment
Once your enrollment is complete, click “Make a
Payment”.

Confirm the amout to be paid and enter that
amount in the “Payment Amount” box. Then click
Next.
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Make a Pavment
Confirm Payment Review the payment to be made and click “Continue to Make
Payment”.

@ Your payment of 160.00 USD will be collected through our secure third
party payment provider.

Account Information

Payment amount: $160.00
Indicates requir lels

Paymant mathod: Cradit cord Card account numbsar:
Payments may be made by Visa,
Maste I’Ca rd or DISCOVGI’. Credit Card - We accept the following credit cands. ===
- - Card expiration date:
wWisa =
- — [T EEE
Credit card type
Complete the information about your | |

Card Verification Value: {whes iz thie?)

credit card.
X " . ” Cardholder Billing Information
Click “Continue” to complete your *Biling address:

payment. Once you receive a confirmation
that your payment has been processed,

Billing addrass ina two:

your enrollment is complete. Enjoy your cur
CIaSS l *Shabe/Pravince:
[ Hawe York (HY) -

Postal code

Note: the e-mail box at the bottom of the
. . . Country:
payment screen is not active. E-mail |urm:?3’rm:s -

receipts are not available from this screen. E-msil: (Ruceipt vl ba purt b9 this address

v T N
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Collegium Winter 2012 Class Numbers

Winter Membership 14676
Winter Topics:

Issues in Immigration, part 11l (9:15) 14677
Today’s China (9:15) 14678
Turbulent Times in American Public Education (11:00) 14679
Great Panorama of Women Artists and Their Times (11:00) 14680




