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Note: Self Service works best in Firefox or Edge. If you encounter processing or navigation errors, please try
using a different browser, refreshing your browser and/or clearing your browser history.

Logging in to Self Service

1. Loginto MyCCCTI at the top of www.cccti.edu.
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2. Navigate to WebAdvisor for Students > Academic Profile > Student Planning.
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Viewing Your Notifications/Updating Demographic & Contact Information

Your notifications/alerts, including registration holds, are available from any tab/screen in Self Service. The
number of alerts is listed inside the yellow box in the top right-hand corner. To read the notification/alerts,
click on the yellow box. To collapse the notifications, click on the box again or on any notification.

® Help

(> signout

Student must re-apply. No active program of study.

Student must see advisor for permission to register.

Note: Once every 180 days, you will be prompted to update demographic/contact information. This
information includes phone numbers, addresses and emergency contact information. You are required to
update this information in order to register. Not doing so will prevent you from registering.

(> signout ® Help 6

See advisor before registering

Student must be advised before registering. Please
see your advisor.

Student must see advisor for permission to register.

User Profile Update Required - Confirm Email Info

User Profile Update Required - Confirm Emergency
Info

X
User Profile Update Required - Confirm Address Info

User Profile Update Required - Confirm Phone Info

©e © o o

Tue wed AU Fri Sat

To update demographic information, click on the User Options icon (see below) while logged into Self
Service. Options will then appear in a drop-down box to update the User Profile and Emergency
Information. Clicking on either of these options takes you to a new screen to update/confirm information
in the Self Service. Make sure you update or confirm all information in each section.



Academics Student Planning Planning Overview

Steps to Getting Started

There are many options to help you plan your courses and earn your degree. Her

View Your Progress

Start by going to My Progress to see your academic progress in
Courses.

Go to My Progress

Steps to Gi

Financial Information There are many o

Employment

Academics

Daily Work

Vendor Information Programs

Associate in Ar

User Options

Continuing Edi

User Profile
Mechanical En

Emergency Information

Spring 20z

View/Add Proxy Access
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Planning Your Courses

Determining Which Courses to Take and Adding those Classes:

1. Click on View Your Progress (Go to My Progress) in the upper left-hand corner.

@ SudentPlanning - SefSeraze X 4

€ C & selfiendceccctiedu/student hidePrax )= talse a & 8

It's Registration Time!

gk here i5 po 10 thie Plan & Schediie naps to restster for clasies
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Go 1o My Progross h G0 to Plan & Schedule

Jegree & Register for Classes

View Your Progress

Start by going to My Progress to see your academic progress in your degree and search for
courses.

Go to My Progress ~

2. Verify your program of study listed in the upper left-hand corner below My Progress is correct. Ifitis
not correct, go to Student Services to change your program of study.

My Progress

neral Education - A10300

4 At a Glance

Cumulative GRA: —
Institution GRA: Zg Program Completion must be verified by the R
Dogroe: Qi
Majers:
Departments: Fragrass
Cataog L)
Anticipated Completion Date:

F Total Credits 7 of 82
Sagiuops = g
The Assceiate in General £ 5

Toual Credits from this schoel Totie

Program Notes

Requirements

Developmental Courses



My Progress

Associate in General Education - A10300
{1 of 2 programs)

At a Glance

Cumulative GPA: 4,000 (2,000 required)
Institution GPA: 4,000 (2.000 required)

3.

@ My Progress - SeHf Service = 4+

Scroll down & choose a course that contributes to your program by clicking on the course.

C O  #@ selfsendceccetiod

General Education Requirements.

- 8 = I
a % O :
Compiete all of the folowing tems. /4 3 of 4 Completed. St Cutars
A Communication
2) Take ENG-112 o ENG-114: 3) Take COM-120 or COM-231
10f 3 Completed, Hide Detals
Take course ENG-111. dy 08f 1 Caursas Complotod. |5
Status Course P Grade Term Credas
D et Started iy
Complete 3 credits. Choose from the courses ENG-112, ENG-114. 4y 0 of 3 Credits Completed. Lide Dety
Status Course G Grade Tarm Credzs

Complete 3 credits. Chooss from the courses COM-1 20, COM-231. « 3af 3 Credits Complated. Sho
B. Humnanities/Fine Arts

1 ENG-263 ENG-273 HLUM:A 30 HUN

Take course ENG-111. /i 0 of 1 Courses Completed. Hide Details

Status Course
(@) Mot Started ENG-111

Writing and Inquiry

4. To add the course into your plan, click on Add Course to Plan on the right-hand side (see below). A

new popup screen will appear. Click on Select a term... to choose the correct semester and then
click Add Course to Plan.
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Course Details

ENG-111 Writing and Inquiry

This course is designed to develop the ability to produce clear writing in a variety of genres and formats
using a recursive process. Emphasis includes inguiry, analysis, effective use of rhetorical strategies, thesis
development, audience awareness, and revision. Upon completion, students should be able to produce
unified, coherent, well-developed essays using standard written English.

Credits 3

i Take One: DRE-098 ENG-002 BSP-4002 - Must be
completed prior to taking this course.

| Select a term... '] ‘

5. Click on Student Planning at the top of the screen on the left. In the drop-down menu, select Plan
& Schedule.
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@ Course Catalog - Self Service 4 =+
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Academics Student Planning urse Catalog

Plannin g uhenview

anuary b, 2020.

Plan & Schedule

Searcl rse Sections

My Pro
¢ Back to 1

=

Course Catalog

Filter Results

Planned: 3 Credits  Enrolied: 0 Credits  Waktlisted: 0 Credits

Petitions & Waivers

Schedule Timelin Advising

DD <z DI



7. To Filter Sections by: Availability (for open sections), Location (Caldwell campus, Watauga campus or
online courses), Day of Week (Monday, Tuesday, Wednesday, Thursday, Friday), Time of Day (Early
Morning, Morning, Afternoon, Evening, Night), and/or Instructor (Instructor’s Name), click on the
Filter Sections box, then click on the search criteria for a drop-down menu to narrow your search.

fe! Planned: & Credits  Enrolled: & Creciss Waltlisted: 0 Cradits

5 F
o
Sun Mon Tug wed

Thu ¥ s

8. Find the course in left-hand column and click View other sections. Page forward if there are multiple
pages and view the offered sections in the calendar. Note: Online sections will appear only in the
left-hand column, not in the calendar. After a specific class section has been selected for an online
course, it will appear at the bottom of your calendar. (“No sections available” means either this
course is not available in the desired semester OR the schedule for that semester has not yet been

posted.)
@ Pln & Schodule Courses - Sell - %X | - 8 X
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ENG-111: Writing and Inquiry X

Take One: DRE-098 ENG-002 BSP-4002 - Must be completed
prior to taking this course.

~ View other sections

G-111-006 Writing and Inquiry
seats Available: 0
Instructor:

Time: MTWTh 9:30 AM - 10:15 AM
Dates: 1/6/2020 - 5/7/2020

Location: Caldwell Hibriten High School HIGH SCH (Classroom Hours)

Thu Fri Sat

Bam

9am

10am

11am

12pm

9. Click on the course that meets your needs (note the location) in the left column and then Add

Section. Note: Do not choose sections with an “R” in it, as in 680WR, unless you need to take a co-
requisite class. If you have questions about this, please contact your advisor.
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7
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Self Service Plan and Schedule screen

ENG-111-101 Writing and Inguiry
Seats Available: 1

Instructor: S ]
Time: MWF 2:00 AM - 2:50 AM

e TSN RN S e P S

Section Details

ENG-111-101 Writing and Inquiry
Spring 2020

Instructors

Meeting Information

500 e

Caldwell uild - £ 220 (Classroom
Dates
Seats Available 1 of 20 Total
Credits 3

Gradi ‘
- I Graded v

Requisites

Zﬁ. Take One: DRE-098 ENG-002 BSP-4002 - Must be completed prior
to taking this course.

ENG-011-101 - Must be taken at the same time as this course.

This course is designed to develop the ability to produce clear writing in a
variety of genres and formats using a recursive process. Emphasis includes
inquiry, analysis, effective use of rhetorical strategies, thesis development.
audience awareness, and revision. Upon completion, students should be able
to produce unified, coherent, well-developed essays using standard written
English.

Students who register for ENG-111-101 will be automatically registered for
ENG-011-101.

Bookstore information

Close Add Section




10. Verify the class has been added to your plan (on the calendar, if seated, or below the calendar, if
online). The word Planned will show up below the course on the left and the class will be entered
into your calendar with a yellow box around it.

x sun Mon Tue wied Thu L sat

am Q % [ X WD
Bam
] =
12pm
pm
v Masting Informaticn 2
=
¢ View other sechons Spen
Spm.

ENG-111-101: Writing and Inquiry ®

Take One: DRE-098 ENG-002 BSP-4002 - Must be completed
prior to taking this course.

E You must also take ENG-011-101

+ Planned

Credits: 3 Credits
zrading: Graded
Instructor:

1/6/2020 to 5/4/2020
Seats Available: 1

v Meeting Information

“ View other sections

Sun Mon Tue Wed Thu Fri Sat

- 7am . ! ——-'.!EF-—__— ———— —==E=ﬂ——




sun Mon Tue wed Thu Fri Sat

12am o

1am

10am

11am SPA-112-680W x

12pm
100%
Online
Class

1nm

Sections with no meeting time

D

+' COM-120 Intro Interpersonal Com Section 622 Faculty:

11. Courses in red on your calendar indicate that this course is currently in conflict with another course
or the course is closed/full.
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ENG-111-101: Writing and Inguiry X

Take One: DRE-098 ENG-002 BSP-4002 - Must be completed
prior to taking this course.

You must also take ENG-011-101

+/ Planned

Credits: 3 Credits
Grading: Graded
Instructor:

1/6/2020 to 5/4/2020
Seats Available: 1

v Meeting Information

Conflicting section with PSY-150-101

v View other sections

7am

8am

9am

10am

A -

12. Click on Student Planning then My Progress, and repeat steps 3 — 11 until you have added all desired
courses to your calendar/planned schedule.

@ Plan & Schedule Courses - Self & X +

&« C { @& selfservice.ccctiedu/Student/Planning/DegreePlans

Academics Student Planning Plan & Schedule

Flanning Qverview
anuary 6, 2020.

Flan & Schedule

Plany 1d Schedule your courses

My Progress

Course Catalog . - A
Schedu = Advising Petitions & Waivers

Note: You are not yet registered. Your classes have only been planned at this point.

<Return to Main Menu>




Adding Classes if You Already Know What Courses You Need:

1. In the Search for courses box in the upper right-hand corner (click on alerts/notices if they are
blocking your view of Search for courses to make them disappear), type in the subject (and
course number, if you know it - e.g., ENG 111) and click enter.

@ Fan & Schedule Counes - 560 X - B x I
L3 @ ) & celfseniceccctiedu/s F 3 4 4 6 ;

Eb

Plan your Degree and Schedule your courses

Sear

11 JOF COUFSES.,

r

2. Proceed to Step 4 in the previous above (Click Here)

Note: You are not yet registered. Your classes have only been planned at this point.

<Return to Main Menu>




Submitting Your Plan to Your Advisor for Review

1. After logging in to Self Service, click on Plan your Degree & Register for Classes (Go to Plan &

Schedule).
@ Toudent Planning - SefSenice X o = o X
L C (@ selfsenvicecectiedu/student hidelrax 3= talue a & &
2
020

= -

It's Registration Time!

1 2
4 :ﬁ[ View Your Progress  your o
Go to My Progress Go to Plan & Schedule &
@ 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,
Go to Plan & Schedule \

2. Click on the Advising tab.
@ Pian & Schedule Courses - Sl x + ~. o x I
“ (1 @ selsendcecectiodu/st A/ A Plan (=S S =

7

Plan your Degree and Schedul r courses
=
4 it

% | Spring 2€ = +
ar Planned: 1 Crects  Onroflect: O Tredits Waitlisted: © Credis
» i Man - Ned Thi 5

be completed

Plan your Degree and Schedul ur courses

Schedule Timeline Advising Petitions & Waivers

|T| |T| Spring 2020 | — ‘ |T|



3. If you want to enter a note to your advisor, type the note in the Compose a Note box and click on the

Save Note button. Note: You will not be able to edit or delete a note once entered.

@ P & Schedube Courses - 5= % |
« C {y & selfsermceccctiedu

My Advisors

Compose a Note

Save Note —

View Mote

4. Any prior notes will be listed at the bottom of the page under View Note History.

@ Plen & RLT U S 5 %
& C {1 @ sefsenicecectiedu/Studentt o aF a &« 8
= C‘R‘h 2 I t @ ¥ 7
f

sgiring 2020 begins on January &, 2020,

Plan your Degree and Schedule your courses

My Advisors

Compose a Note

View Note History

otes.



View Note History

Testing order of archived notes.

on 11/6/2019 at 1:55 PM

Please review my plan for fall.

. on 7172019 at 2227 PM

5. To submit your plan to your advisor for review, click on the Request Review button.
@ Fuan & Schedule Coumer - Sell - % - o

& 2 {y & selfsernceccctieduStude 3/ DegreePla aa 6 ¢

Spring 2020 begins on January 6, 2020

2]

Plan your Degree and Schedule your courses

(]

My Advisors

B I

Compose a Note

View Note History

£ .
([ RequestReview |
e y

Last review requested on 10/7/2019
Course Plan last reviewed on 11/6/2019 by



6. Your advisor is then notified you have submitted your plan for review. Once reviewed, you will be
notified by email. Sign back in to Self Service to see your advisor’s response and any notes they have
entered. Approved courses are indicated by a green thumbs up, and Denied courses are indicated by
a red thumbs down.

< ¢ @ D & hitps/iseifservice coctiadu/Student/Planning/DagreePlar ~ @ 1 r D@ =
Plan your Degree and Schedule your courses Search for courses...

schedule Timeline Advising Petitions & Walvers

7 Fiter Sections \ : ( & Print ) Planned: 7 Credits  Enrolled: 0 Credits  altlisted: 0 Credits
MAT-171: Precalculus Algebra *® & Sun Mon Tue Wed Thu Fri Sat
) Denied 11am e vzson = 2
Take One Set: Set 1: DMA-010 DMA-020 DMA-030 DMA-040, Ly
DMA-050. DMA-060. DMA-070. and DMA-080 Sef 2: DMA-010,
DMA-020. DMA-030, DMA-D40. DMA-D50. and DMA-0ES Set % tom
e e e
27 D380 et G DAAL076. DMACCMO, DIA-250. 800 DMADSS pm
Set 7: DMA-025  DMA-045 DMA-060, DMA-070. and DMA-080 Set &:
DMA-025 DMA-045 _and DMA-065 Set 3: MAT-121 Set 10: MAT-003 4pm
Set 11: BSP-4003 - Must be completed prior to taking this course,
Spm
MAT-071 should be taken as a required corequisite. Jf necessary. - spm
Must be taken either prior to or at the same time as this course.
7pm
W View ather sections 8pm
9pm
5PA:112-680W: Elementary Spanish I x 30pm
05 Approved h S
+ Planned = )
& 2000-2019 Elucian Company L.P. and its affiliates. All rights reserved, Privacy
~
MAT-171: Precalculus Algebra b q
O Denied ’
Take One Set: Set 1: DMA-010, DMA-020, DMA-030, DMA-040
DMA-050, DMA-060, DMA-070, and DMA-080 Set 2: DMA-010
DMA-020, DMA-030, DMA-040, DMA-050, and DMA-065 Set 3:
DMA-010, DMA-020, DMA-030, DMA-045, DMA-060, DMA-070, and
DMA-080 Set 4: DMA-010, DMA-020, DMA-030, DMA-045,_ and
DMA-065 Set 5: DMA-025, DMA-040, DMA-050, DMA-060, DMA-070,
and DMA-080 Set 6: DMA-025, DMA-040, DMA-050, and DMA-065
Set 7: DMA-025 _DMA-045, DMA-060, DMA-070,_and DMA-080 Set 8:
DMA-025, DMA-045,_and DMA-065 Set 9: MAT-121 Set 10: MAT-003
Set 11: BSP-4003 - Must be completed prior to taking this course.
MAT-071 should be taken as a required corequisite, if necessary. -
Must be taken either prior to or at the same time as this course.
“ View other sections
SPA-112-680W: Elementary Spanish Il X
v Planned he

<Return to Main Menu>




Registering for Class(es)

1. On or after your Priority Registration Time & Date (the Registrar will send you an email notifying you
of your priority registration time and date), log in to Self Service.
2. Goto Plan and Schedule.

@ e X o o =
L C (@ selfsenvicecectiedu/student Tideleay 1-t a % 6
2
H
Spring 2020 begins ¢ 20
= -
It's Registration Time!
4
4 :ﬁ[ View Your Progress [T p—
Ga 1o My Progress Go to Plan & Schedule \
2
@ Flan your Degree & Register for Classes
Eatat B Next, take a look at your plan to see what you've accomplished and register your remaining classes
— toward your degree.
Go to Plan & Schedule \
3. Cursor forward or backward using the arrow buttons (>,<) to select the correct semester.
(@ Pian & Schadude Counes - S5 X + o o x I
€ C {1 @ seMfsenice.ccctiedu/Student/Fiannis asF aw & i
7
L4
Spring 2020 beging on January 6, 2020,
B Plan your Degree and Schedule your courses
=
'y

& Frnt Planned: 3 Credits  Enrolled: O Credits  Waitlisted: 0 Credis

Schedule Timeline




4. If any courses are red on your calendar, you will not be able to register for these courses (due to
course being full/closed, or due to course conflicts). If the course is waitlisted, you may select
Waitlist underneath the course on the left. Check email daily if you waitlist. You may also click on
View other sections to search for other sections, OR search for an alternate course that meets your
needs. Courses may be removed from your schedule/calendar by clicking on the “x” in the right-hand
corner beside the course name and number.

Schedule Timeline Advising Petitions & Waivers
(< ][> ) spuno2020 [ — | [ 4]

i : :

( Filter Sections )

5 ¥ .

~
COM-231-900: Public Speaking @

L: ENG-111 - Must be completed prior to taking this course.

v/ Planned

Credits: 3 Credits
Grading: Graded
Instructor:

1/6/2020 to 5/4/2020
Waitlisted: 0

~ Meeting Information

This section has a waitlist

Waitlist
“ View other sections _

5. Click Register Now to register for all planned courses or Register under a specific course to register
for that course only. If the Register Now and Register buttons are not activated (blue), contact your
advisor for assistance.

LB cocemics - Stdentplanning - Flan & Schedule

Spring 2020 begins on january &, 2020, ‘

=
-
T Filter Soctions ( S Print Planned: 3 Credits  Enrolled: 0 Credits  Waitlisted: 0 Credits
a4
SPA.112.680W: Elementary Spanish Il x Sun Mon Tue Wed Thu Fri Sat
) Approved 11am

+ Planned 12pm

Credits: 3 Credits 1pm
Grading: Graded




6. The border around each course will turn from yellow to green when you have successfully
completed registration for that class. In the left-hand column under the course name, you will also
see “Registered, but not started” when you have successfully registered for the class. If the border
does not turn green or if you do not see the registered notification under the course name, you have
not registered for the class. (Check for notifications in the upper right-hand corner specifying why you
were not able to register for a class.)

Planned but not registered example:

LB Acacemics - Studen: Planning

Spring 2020 begins on january 6, 2020 ‘

Plan your Degree and Schedule your courses

[©:]
Schedule
N —
< s | seing2020 [ — | [ 4 Remove Planned Courses
~1
T Filter Sections ] & Print ) Planned: 3 Credits  Enrolled: D Credits  Waitlisted: 0 Credits
&
SPA-112.680W: Elementary Spanish Il x sun Mon Tue Wed Thu Fri sat
) Approved 1am el
+ Planned 12pm \
S Yellow Outline
(Planned but
N Wi Wifsriion i NOT
registered)
Spm
&pm
Wed Thu Fri Sat
”~
5PA-112-630W %

Yellow Outline
(Planned but
NOT

registered)




Registered example:

A

L icocemice - Sndentpanang  pian & Schedule

Spring 2020 begins on january &, 2020.

Plan your Degree and Schedule your courses search for courses
Schedule
=
=
7 Filter Sections 3 [ Save toical ) { & Print ) Planned: 0 Credits  Enrolled: 3 Credits  Waitlisted: 0 Credits

" % A"l 5

SPA-112-680W: Elementary Spanish sun Mon Tue Wed Thu Fri sat

£ Approved 11am

+ Registered. but not started ? i2pm

Credits: 3 Credits

1pm

Grading: Graded

Instructor; 2pm

116/2020 10 5/4/2020 P

~ Meeting Information Jom

D

V View other sections Spm

fnm

Wed Thu Fri Sat

SPA-112-6E0W

SPA-112-680W: Elementary Spanish Il

¢ Approved

v’ Registered, but not started ’

Credits: 3 Credits
Grading: Graded
Instructor:

1/6/2020 to 5/4/2020

“ Meeting Information



7. Use the Print button to print a hard copy of your schedule.

ﬁ Academics Student Planning Plan & Schedule

— Spring 2020 begins on January 6, 2020.

Plan your Degree and Schedule your courses

¢H
Schedule Timeline Advising Petitions & Waivers
3 s
| < || > |Sprin92020|_||+|
—a T - I I
]
e - ~ 3 N
Filter Sections | | Print |
= 5 J y i >
)
-
COM-231-900: Public Speaking X Sun Mon
10am
L: ENG-111 - Must be completed prior to taking this course. P
am

+/ Planned 12pm COM-231-900
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Dropping a Class

1. Todrop a class, click on the Drop button below the class in the left-hand column. A pop-up window
will appear to confirm or cancel the drop. To drop the class, click Update. To cancel the drop, click
Cancel.

Note: During the Drop/Add period: If dropping and adding a class for the same semester, drop and
add on the SAME DAY. If the credit hours are the same for each class, you will not incur a fee. If the
credit hours for the class you are adding are more than the class you are dropping, you will have a
balance due and can pay it online through Self Service or at the Business Office. If the credit hours
for the class you are adding are less than the class you are dropping, you may be entitled to a refund.
If you are dropping and not adding a class, you may be entitled to a refund.

Drop/Add/Withdrawal Periods: Information about dropping, adding or withdrawing from a class
(including refund information) can be found online at
https://www.cccti.edu/Students/Registration.asp.

*If you receive financial aid, dropping/withdrawing from class may impact your financial aid
status...please contact the Financial Aid department as well.

SPA-112-680W: Elementary Spanish Il

¢} Approved

+ Registered, but not started

Credits: 3 Credits
Grading: Graded
Instructor:

1/6/2020 to 5/4/2020

“ Meeting Information

“ ‘iew other sections


https://www.cccti.edu/Students/Registration.asp

N o Y

we to
Register and Drop Sections
You have elected to drop: ACA-122-970W (1 Credits)
Select sections to drop:
ACA-122-970W (1 Credits)
3pm
.

2. Use the Print button to print a hard copy of your updated schedule.

ﬁ Academics Student Planning Plan & Schedule

Spring 2020 begins on January 6, 2020.

Plan your Degree and Schedule your courses

®B
Schedule Timeline Advising Petitions & Waivers
=
|(||)‘Sprin92020|_||+|
— T T _ .
|
8 " 3 N
Filter Sections | Print |
- o v ) L S o
&
-~
COM-231-900: Public Speaking X =l Men
10am

L: ENG-111 - Must be completed prior to taking this course.

11am

v Planned 12pm COM-231.000

<Return to Main Menu>

Class Changes After the Drop/Add Period

In order to make changes to your schedule after the Drop/Add period at the beginning of the semester, you
will need to contact Student Services for assistance. Note: If you receive financial aid, dropping/withdrawing
from class may impact your financial aid status...please contact the Financial Aid department as well.

<Return to Main Menu>




Paying Your Bill/Electing the Payment Plan

Tuition is payable after registering for classes. Payment is due before the deadline or your classes will be
dropped. Click on the Home icon (upper left) and then Student Finance OR go to the Business Office on

campus.

@ s Semice x|+
« c O @ selfserdcecoctieduy,

Hello, Welcome to Colleague Self-Service!

CNoces a categony 10 ERE Harted

50

[}

Motifications

& e

il o € £
{8 o T
= .I.- L e il
=] ! &
]

Spring 2020 begins on January 6, 2020.

Hello, Welcome to Colleague Self-Service!

Choose a category to get started.

Notifications

Title Details
(i) See advisor before registering Student must be
() Student Meeds Re-Admission Student needs to

o Student Finance

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



1. To pay your bill click on Make a Payment (For directions on electing the Payment Plan, Click Here)

]

> signout @ help

a Einancial information - Student Finance * Account Summary

Account Summary

View a summary of your account

by
Account Overview
Amount Overdue $113.00
=
s = Total Amount Due $113.00 Make a Payment
-
B Total Account Balance $113.00 Account Activity
Spring 2020 $113.00
& E
0.00
50.00
50.00

 2000-2020 Ellucian Compary LP. and its affiliates. All rights reserved. rivacy

2. Choose a Payment Method from the drop-down menu

& keitio7378 > signout

A FinancialInformation - StudentFinance - Make A Payment

Make a Payment

Use this page to make a payment on your account

Total Payment : $113.00| Choose a Payment Method VL,

- Choose a Payment Method

Collapse All MasterCard - Webadvisor

Please Note: Amounts Due may include credit amounts.
VISA - Webadvisor

=
L
Spring 2020 $113.00 A
Select item Payment Group Date Due Amount Due Amount to Pay
& Student Recelvable BANK $113.00
u elv s 113.00
Total Amount Due $113.00

3. Click on the Proceed to Payment button

& keitio7378 (> signout @ Help

“® Financial Information Student Finance Make A Payment

Make a Payment [N

Use this page to make a payment on your account

0]
Total Payment : $113.00| MasterCard - Webadvisor ¥ Proceed to Payment
= E—
Collapse Al Please Note: Amounts Due may include credit amounts

=
L

Spring 2020 $113.00 A

Select ftem Payment Group Date Due Amount Due Amount to Pay
& Student Receivable BANK 472019 (Overdue) $113.00

$113.00




4. Click on the Pay Now button

Einancial Information - Student Finance + Make A Payment
PaymentReview
Review your Payment information below
Payment Review
Payment information
ftem
Student Receivable

Total Payment Amount

Poyment Meths terCord - Webaavisor

Pay Now P

5. Fill out the payment information and click the Pay Now button

Caldwell Community College & Tech. Inst.

Pay with credit or debit card

Card Number
B visa
mm Y
Expiration Date b
Billing Address
First name
Last name

Billing address

If your biling address is .a PO Box, please enter the number first. Example: PO Box 123
would be entered as 123 PO Box.

City
State )
ZIP

Email Address

Secure payments by ' paypa]

& keitio7378 > signout @ Help

Amount
$113.00

$113.00

Order summary

Total (USD). 113.00



To elect the Payment Plan:

1. Click on Student Finance at the top of the page and select Payment Plans from the drop-down menu

& keitio7378 3 signout @ Heip

A Finangial Information Account Summary

Account Summary

Account St
= View a summary{ payment Plans s
Account O MakeAPament
[O): ]
Account Activity
Amount ( $113.00
- Pay for Registration
Registration Activity
o = Total Am $113.00 Make a Payment
[
-] Total Account Balance $113.00 Account Activity
Sering 2020 $113.00
$ Fall 2019 $0.00
Fall 2018 $0.00
Ce 2018 Fall $0.00

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

2. Click on the Proceed to Processor button

& keitior3zs (> signout @ Heip

& Student Finance - Payment Plans
Payment Plan & Billing
Pl Review your account and proceed to processor
C): ] A new window will open and redirect you to our payment processor, Nelnet Campus Commerce. | Proceed to Processor
-
=
Spring 2020
S113.00
-
item Amount Due
Student Receivable $113.00
Topof page
&  2000-2020 Ellucian Company LP. and lts affiliates. All rights reserved, Privacy

3. Complete and submit the Payment Plan form. Note: The administrator of the payment plan is Nelnet
(a financial services company) and not CCC&TI.

n)elnet Espaiiol @ Customer Service

Create Account

Contact Info

Welcome. Please take a few moments to review and complete your contact information.

Name

Prefix

<Return to Main Menu>




Planning Your Courses

10.

11.

12.

13.

14.

Log in to MyCCCTI from the homepage (www.cccti.edu).

Navigate to WebAdvisor > WebAdvisor for Students > Academic Profile > Student Planning.
(Students who have already determined which courses they need should skip to “A” below.)

Click on View Your Progress (Go to My Progress) in the upper left-hand corner.

Verify your program of study listed in the upper left-hand corner below My Progress is correct. If itis
not correct, go to Student Services to change your program of study.

Scroll down and choose a course that contributes to your program of study and click on the course.
Click on Add Course to Plan on the right-hand side. A new pop-up screen will appear. Click on
Select a term... and then click Add Course to Plan.

Click on Student Planning at the top of the screen on the left. In the drop-down menu, select Plan
& Schedule.

Cursor forward or backward using the arrow buttons (>,<) to select the correct semester.

Click on the Filter Sections box to narrow your search by: Availability (for open sections), Location
(Caldwell campus, Watauga campus or online courses), Day of Week (Monday — Friday), Time of Day
(Early Morning, Morning, Afternoon, Evening, Night), and/or Instructor (Instructor’s Name).

Find the course in left-hand column and click View other sections. Page forward if there are multiple
pages and view the offered sections in the calendar. Note: Online sections will appear only in the
left-hand column and not in the calendar. After a specific class section has been selected for an
online course, it will appear at the bottom of your calendar. (“No sections available” means either
this course is not available in the desired semester OR the schedule for that semester has not yet
been posted.)

Click on the class section that meets your needs (note the location) in the left-hand column and then
Add Section. Note: Do not choose sections with an “R” in it, as in 680WR, unless you need to take a
co-requisite class. If you have questions about this, please contact your advisor.

Verify the class has been added to your plan (on the calendar, if seated, or below the calendar, if
online). The word Planned will show up below the course on the left-hand column and the class will
be entered into your calendar with a yellow box around it.

Courses in red on your calendar indicate that this course is currently in conflict with another course
or the course is closed/full.

Click on Student Planning then My Progress, and repeat steps 3 — 13 until you have added all desired
courses to your calendar/planned schedule.

Note: You are not yet registered. Your classes have only been planned at this point.

Adding Classes if You Already Know What Courses You Need

A.

In the Search for courses box in the upper right-hand corner (click on alerts/notices if they are
blocking your view of Search for courses to make them disappear), type in the subject (and course
number, if you know it - e.g., ENG 111) and click enter.

Proceed to Step 6 above.

Note: You are not yet registered. Your classes have only been planned at this point.


http://www.cccti.edu/

Submitting Your Plan to Your Advisor for Review

1.

After logging in to Self Service, click on Plan your Degree & Register for Classes (Go to Plan &
Schedule).

Click on the Advising tab.

If you want to enter a note to your advisor, type the note in the Compose a Note box and click on the
Save Note button. Note: You will not be able to edit or delete a note once entered.

Any prior notes will be listed at the bottom of the page under View Note History.

To submit your plan to your advisor for review, click on the Request Review button.

Your advisor is then notified you have submitted your plan for review. Once reviewed, you will be
notified by email. Sign back in to Self Service to see your advisor’s response and any notes they have
entered. Approved courses are indicated by a green thumbs up, and Denied courses are indicated by
a red thumbs down.

Note: You are not yet registered. Your classes have only been planned at this point.

Registering for Class(es)

1.

w

7.

On or after your Priority Registration Time & Date (the Registrar will send you an email notifying you
of your priority registration time and date), log in to Self Service.

Go to Plan and Schedule.

Cursor forward or backward using the arrow buttons (>,<) to select the correct semester.

If any courses are red on your calendar, you will not be able to register for these courses (due to the
course being full or closed, or due to course conflicts). If the course is waitlisted, you may select
Waitlist underneath the course on the left. Check email daily if you waitlist. You may also click on
View other sections to search for other sections OR search for an alternate course that meets your
needs. Courses may be removed from your schedule/calendar by clicking the “x” in the right-hand
corner beside the course name and number.

Click Register Now to register for all planned courses or Register under a specific course to register
for that course only. If the Register Now and Register buttons are not activated (blue), contact your
advisor for assistance.

The border around each course will turn from yellow to green when you have successfully
completed registration for that class. In the left-hand column under the course name, you will also
see “Registered, but not started” when you have successfully registered for the class. If the border
does not turn green or if you do not see the registered notification under the course name, you have
not registered for the class. ((Check for notifications in the upper right-hand corner specifying why
you were not able to register for a class.)

Use the Print button to print a hard copy of your schedule.

Dropping a Class

1.

To drop a class, click on the Drop button below the class in the left-hand column. A pop-up window
will appear to confirm or cancel the drop. To drop the class, click Update. To cancel the drop, click
Cancel.

Note: During the Drop/Add period: If dropping and adding a class for the same semester, drop and
add on the SAME DAY. If the credit hours are the same for each class, you will not incur a fee. If the
credit hours for the class you are adding are more than the class you are dropping, you will have a
balance due and can pay it online through Self Service or at the Business Office. If the credit hours




for the class you are adding are less than the class you are dropping, you may be entitled to a refund.
If you are dropping and not adding a class, you may be entitled to a refund.

Drop/Add/Withdrawal Periods: Information about dropping, adding or withdrawing from a class
(including refund information) can be found online at
https://www.cccti.edu/Students/Registration.asp.

*|f you receive financial aid, dropping/withdrawing from class may impact your financial aid
status...please contact the Financial Aid department as well.

2. Use the Print button to print a hard copy of your updated schedule.

Class Schedule Changes After the Drop/ADD period

e Inorder to make changes to your schedule after the Drop/Add period at the beginning of the
semester, you will need to contact Student Services for assistance.
Note: If you receive financial aid, dropping/withdrawing from class may impact your financial aid
status...please contact the Financial Aid department as well.

Paying Your Bill

To Pay Now:

1. Click on the Home icon (upper left) and then Student Finance OR go to the Business Office on
campus.

To pay your bill click on Make a Payment.

Choose a Payment Method from the drop-down menu.

Click on the Proceed to Payment button.

Click on the Pay Now button.

Fill out the payment information and click the Pay Now button

o vk wnN

To Elect the Payment Plan:

1. Click on Student Finance at the top of the page and select Payment Plans from the drop-down menu.

2. Click on the Proceed to Processor button.

3. Complete and submit the Payment Plan form. Note: The administrator of the payment plan is Nelnet
(a financial services company) and not CCC&TI.

Note: Payment is due before the deadline listed in the Academic Calendar (available online through
www.cccti.edu) or your classes will be dropped.

<Return to Main Menu>



https://www.cccti.edu/Students/Registration.asp
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	Note:  Self Service works best in Firefox or Edge. If you encounter processing or navigation errors, please try using a different browser, refreshing your browser and/or clearing your browser history. 
	Logging in to Self Service 
	 
	1. Log in to MyCCCTI at the top of www.cccti.edu. 
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	Viewing Your Notifications/Updating Demographic & Contact Information 
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	Note:  Once every 180 days, you will be prompted to update demographic/contact information. This information includes phone numbers, addresses and emergency contact information. You are required to update this information in order to register. Not doing so will prevent you from registering. 
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	To update demographic information, click on the User Options icon (see below) while logged into Self Service.  Options will then appear in a drop-down box to update the User Profile and Emergency Information. Clicking on either of these options takes you to a new screen to update/confirm information in the Self Service.  Make sure you update or confirm all information in each section. 
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	Planning Your Courses 
	 
	Determining Which Courses to Take and Adding those Classes: 
	 
	1. Click on View Your Progress (Go to My Progress) in the upper left-hand corner.  
	1. Click on View Your Progress (Go to My Progress) in the upper left-hand corner.  
	1. Click on View Your Progress (Go to My Progress) in the upper left-hand corner.  
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	2. Verify your program of study listed in the upper left-hand corner below My Progress is correct.  If it is not correct, go to Student Services to change your program of study. 
	2. Verify your program of study listed in the upper left-hand corner below My Progress is correct.  If it is not correct, go to Student Services to change your program of study. 
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	3. Scroll down & choose a course that contributes to your program by clicking on the course. 
	3. Scroll down & choose a course that contributes to your program by clicking on the course. 
	3. Scroll down & choose a course that contributes to your program by clicking on the course. 
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	4. To add the course into your plan, click on Add Course to Plan on the right-hand side (see below). A new popup screen will appear. Click on Select a term… to choose the correct semester and then click Add Course to Plan. 
	4. To add the course into your plan, click on Add Course to Plan on the right-hand side (see below). A new popup screen will appear. Click on Select a term… to choose the correct semester and then click Add Course to Plan. 
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	Figure
	 
	Figure
	 
	Figure
	5. Click on Student Planning at the top of the screen on the left. In the drop-down menu, select Plan & Schedule. 
	5. Click on Student Planning at the top of the screen on the left. In the drop-down menu, select Plan & Schedule. 
	5. Click on Student Planning at the top of the screen on the left. In the drop-down menu, select Plan & Schedule. 
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	6. Cursor forward or backward using the arrow buttons (>,<) to select the correct semester. 
	6. Cursor forward or backward using the arrow buttons (>,<) to select the correct semester. 
	6. Cursor forward or backward using the arrow buttons (>,<) to select the correct semester. 
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	7. To Filter Sections by:  Availability (for open sections), Location (Caldwell campus, Watauga campus or online courses), Day of Week (Monday, Tuesday, Wednesday, Thursday, Friday), Time of Day (Early Morning, Morning, Afternoon, Evening, Night), and/or Instructor (Instructor’s Name), click on the Filter Sections box, then click on the search criteria for a drop-down menu to narrow your search. 
	7. To Filter Sections by:  Availability (for open sections), Location (Caldwell campus, Watauga campus or online courses), Day of Week (Monday, Tuesday, Wednesday, Thursday, Friday), Time of Day (Early Morning, Morning, Afternoon, Evening, Night), and/or Instructor (Instructor’s Name), click on the Filter Sections box, then click on the search criteria for a drop-down menu to narrow your search. 
	7. To Filter Sections by:  Availability (for open sections), Location (Caldwell campus, Watauga campus or online courses), Day of Week (Monday, Tuesday, Wednesday, Thursday, Friday), Time of Day (Early Morning, Morning, Afternoon, Evening, Night), and/or Instructor (Instructor’s Name), click on the Filter Sections box, then click on the search criteria for a drop-down menu to narrow your search. 


	 
	Figure
	 
	8. Find the course in left-hand column and click View other sections.  Page forward if there are multiple pages and view the offered sections in the calendar. Note:  Online sections will appear only in the left-hand column, not in the calendar. After a specific class section has been selected for an online course, it will appear at the bottom of your calendar. (“No sections available” means either this course is not available in the desired semester OR the schedule for that semester has not yet been posted.
	8. Find the course in left-hand column and click View other sections.  Page forward if there are multiple pages and view the offered sections in the calendar. Note:  Online sections will appear only in the left-hand column, not in the calendar. After a specific class section has been selected for an online course, it will appear at the bottom of your calendar. (“No sections available” means either this course is not available in the desired semester OR the schedule for that semester has not yet been posted.
	8. Find the course in left-hand column and click View other sections.  Page forward if there are multiple pages and view the offered sections in the calendar. Note:  Online sections will appear only in the left-hand column, not in the calendar. After a specific class section has been selected for an online course, it will appear at the bottom of your calendar. (“No sections available” means either this course is not available in the desired semester OR the schedule for that semester has not yet been posted.


	 
	Figure
	 
	 
	Figure
	 
	Figure
	9. Click on the course that meets your needs (note the location) in the left column and then Add Section. Note:  Do not choose sections with an “R” in it, as in 680WR, unless you need to take a co-requisite class.  If you have questions about this, please contact your advisor. 
	9. Click on the course that meets your needs (note the location) in the left column and then Add Section. Note:  Do not choose sections with an “R” in it, as in 680WR, unless you need to take a co-requisite class.  If you have questions about this, please contact your advisor. 
	9. Click on the course that meets your needs (note the location) in the left column and then Add Section. Note:  Do not choose sections with an “R” in it, as in 680WR, unless you need to take a co-requisite class.  If you have questions about this, please contact your advisor. 
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	Self Service Plan and Schedule screen 
	Figure
	 
	Figure
	10. Verify the class has been added to your plan (on the calendar, if seated, or below the calendar, if online).  The word Planned will show up below the course on the left and the class will be entered into your calendar with a yellow box around it. 
	10. Verify the class has been added to your plan (on the calendar, if seated, or below the calendar, if online).  The word Planned will show up below the course on the left and the class will be entered into your calendar with a yellow box around it. 
	10. Verify the class has been added to your plan (on the calendar, if seated, or below the calendar, if online).  The word Planned will show up below the course on the left and the class will be entered into your calendar with a yellow box around it. 
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	11. Courses in red on your calendar indicate that this course is currently in conflict with another course or the course is closed/full.   
	11. Courses in red on your calendar indicate that this course is currently in conflict with another course or the course is closed/full.   
	11. Courses in red on your calendar indicate that this course is currently in conflict with another course or the course is closed/full.   
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	Figure
	12. Click on Student Planning then My Progress, and repeat steps 3 – 11 until you have added all desired courses to your calendar/planned schedule. 
	12. Click on Student Planning then My Progress, and repeat steps 3 – 11 until you have added all desired courses to your calendar/planned schedule. 
	12. Click on Student Planning then My Progress, and repeat steps 3 – 11 until you have added all desired courses to your calendar/planned schedule. 
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	Note:  You are not yet registered. Your classes have only been planned at this point. 
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	Adding Classes if You Already Know What Courses You Need: 
	 
	1. In the Search for courses box in the upper right-hand corner (click on alerts/notices if they are blocking your view of Search for courses to make them disappear), type in the subject (and course number, if you know it - e.g., ENG 111) and click enter. 
	1. In the Search for courses box in the upper right-hand corner (click on alerts/notices if they are blocking your view of Search for courses to make them disappear), type in the subject (and course number, if you know it - e.g., ENG 111) and click enter. 
	1. In the Search for courses box in the upper right-hand corner (click on alerts/notices if they are blocking your view of Search for courses to make them disappear), type in the subject (and course number, if you know it - e.g., ENG 111) and click enter. 
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	2. Proceed to Step 4 in the previous above 
	2. Proceed to Step 4 in the previous above 
	2. Proceed to Step 4 in the previous above 
	2. Proceed to Step 4 in the previous above 
	(Click Here)
	(Click Here)

	 



	 
	Note:  You are not yet registered. Your classes have only been planned at this point. 
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	Submitting Your Plan to Your Advisor for Review 
	 
	1. After logging in to Self Service, click on Plan your Degree & Register for Classes (Go to Plan & Schedule). 
	1. After logging in to Self Service, click on Plan your Degree & Register for Classes (Go to Plan & Schedule). 
	1. After logging in to Self Service, click on Plan your Degree & Register for Classes (Go to Plan & Schedule). 
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	2. Click on the Advising tab. 
	2. Click on the Advising tab. 
	2. Click on the Advising tab. 
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	3. If you want to enter a note to your advisor, type the note in the Compose a Note box and click on the Save Note button. Note:  You will not be able to edit or delete a note once entered. 
	3. If you want to enter a note to your advisor, type the note in the Compose a Note box and click on the Save Note button. Note:  You will not be able to edit or delete a note once entered. 
	3. If you want to enter a note to your advisor, type the note in the Compose a Note box and click on the Save Note button. Note:  You will not be able to edit or delete a note once entered. 
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	4. Any prior notes will be listed at the bottom of the page under View Note History. 
	4. Any prior notes will be listed at the bottom of the page under View Note History. 
	4. Any prior notes will be listed at the bottom of the page under View Note History. 
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	5. To submit your plan to your advisor for review, click on the Request Review button. 
	5. To submit your plan to your advisor for review, click on the Request Review button. 
	5. To submit your plan to your advisor for review, click on the Request Review button. 
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	6. Your advisor is then notified you have submitted your plan for review. Once reviewed, you will be notified by email. Sign back in to Self Service to see your advisor’s response and any notes they have entered. Approved courses are indicated by a green thumbs up, and Denied courses are indicated by a red thumbs down.  
	6. Your advisor is then notified you have submitted your plan for review. Once reviewed, you will be notified by email. Sign back in to Self Service to see your advisor’s response and any notes they have entered. Approved courses are indicated by a green thumbs up, and Denied courses are indicated by a red thumbs down.  
	6. Your advisor is then notified you have submitted your plan for review. Once reviewed, you will be notified by email. Sign back in to Self Service to see your advisor’s response and any notes they have entered. Approved courses are indicated by a green thumbs up, and Denied courses are indicated by a red thumbs down.  
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	Registering for Class(es) 
	 
	1. On or after your Priority Registration Time & Date (the Registrar will send you an email notifying you of your priority registration time and date), log in to Self Service. 
	1. On or after your Priority Registration Time & Date (the Registrar will send you an email notifying you of your priority registration time and date), log in to Self Service. 
	1. On or after your Priority Registration Time & Date (the Registrar will send you an email notifying you of your priority registration time and date), log in to Self Service. 

	2. Go to Plan and Schedule. 
	2. Go to Plan and Schedule. 


	 
	Figure
	 
	Figure
	3. Cursor forward or backward using the arrow buttons (>,<) to select the correct semester. 
	3. Cursor forward or backward using the arrow buttons (>,<) to select the correct semester. 
	3. Cursor forward or backward using the arrow buttons (>,<) to select the correct semester. 


	 
	Figure
	 
	Figure
	4. If any courses are red on your calendar, you will not be able to register for these courses (due to course being full/closed, or due to course conflicts).  If the course is waitlisted, you may select Waitlist underneath the course on the left.  Check email daily if you waitlist. You may also click on View other sections to search for other sections, OR search for an alternate course that meets your needs. Courses may be removed from your schedule/calendar by clicking on the “x” in the right-hand corner b
	4. If any courses are red on your calendar, you will not be able to register for these courses (due to course being full/closed, or due to course conflicts).  If the course is waitlisted, you may select Waitlist underneath the course on the left.  Check email daily if you waitlist. You may also click on View other sections to search for other sections, OR search for an alternate course that meets your needs. Courses may be removed from your schedule/calendar by clicking on the “x” in the right-hand corner b
	4. If any courses are red on your calendar, you will not be able to register for these courses (due to course being full/closed, or due to course conflicts).  If the course is waitlisted, you may select Waitlist underneath the course on the left.  Check email daily if you waitlist. You may also click on View other sections to search for other sections, OR search for an alternate course that meets your needs. Courses may be removed from your schedule/calendar by clicking on the “x” in the right-hand corner b


	 
	Figure
	5. Click Register Now to register for all planned courses or Register under a specific course to register for that course only.  If the Register Now and Register buttons are not activated (blue), contact your advisor for assistance.  
	5. Click Register Now to register for all planned courses or Register under a specific course to register for that course only.  If the Register Now and Register buttons are not activated (blue), contact your advisor for assistance.  
	5. Click Register Now to register for all planned courses or Register under a specific course to register for that course only.  If the Register Now and Register buttons are not activated (blue), contact your advisor for assistance.  


	  
	Figure
	6. The border around each course will turn from yellow to green when you have successfully completed registration for that class.  In the left-hand column under the course name, you will also see “Registered, but not started” when you have successfully registered for the class. If the border does not turn green or if you do not see the registered notification under the course name, you have not registered for the class. (Check for notifications in the upper right-hand corner specifying why you were not able
	6. The border around each course will turn from yellow to green when you have successfully completed registration for that class.  In the left-hand column under the course name, you will also see “Registered, but not started” when you have successfully registered for the class. If the border does not turn green or if you do not see the registered notification under the course name, you have not registered for the class. (Check for notifications in the upper right-hand corner specifying why you were not able
	6. The border around each course will turn from yellow to green when you have successfully completed registration for that class.  In the left-hand column under the course name, you will also see “Registered, but not started” when you have successfully registered for the class. If the border does not turn green or if you do not see the registered notification under the course name, you have not registered for the class. (Check for notifications in the upper right-hand corner specifying why you were not able


	 
	Planned but not registered example: 
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	Registered example: 
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	Figure
	7. Use the Print button to print a hard copy of your schedule. 
	7. Use the Print button to print a hard copy of your schedule. 
	7. Use the Print button to print a hard copy of your schedule. 


	 
	 
	Figure
	 
	<Return to Main Menu>
	<Return to Main Menu>
	<Return to Main Menu>

	 

	  
	Dropping a Class 
	 
	 
	1. To drop a class, click on the Drop button below the class in the left-hand column. A pop-up window will appear to confirm or cancel the drop. To drop the class, click Update. To cancel the drop, click Cancel.  
	1. To drop a class, click on the Drop button below the class in the left-hand column. A pop-up window will appear to confirm or cancel the drop. To drop the class, click Update. To cancel the drop, click Cancel.  
	1. To drop a class, click on the Drop button below the class in the left-hand column. A pop-up window will appear to confirm or cancel the drop. To drop the class, click Update. To cancel the drop, click Cancel.  


	Note:  During the Drop/Add period:  If dropping and adding a class for the same semester, drop and add on the SAME DAY. If the credit hours are the same for each class, you will not incur a fee. If the credit hours for the class you are adding are more than the class you are dropping, you will have a balance due and can pay it online through Self Service or at the Business Office.  If the credit hours for the class you are adding are less than the class you are dropping, you may be entitled to a refund. If 
	Drop/Add/Withdrawal Periods:  Information about dropping, adding or withdrawing from a class (including refund information) can be found online at 
	Drop/Add/Withdrawal Periods:  Information about dropping, adding or withdrawing from a class (including refund information) can be found online at 
	https://www.cccti.edu/Students/Registration.asp
	https://www.cccti.edu/Students/Registration.asp

	. 

	*If you receive financial aid, dropping/withdrawing from class may impact your financial aid status…please contact the Financial Aid department as well. 
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	Figure
	2. Use the Print button to print a hard copy of your updated schedule. 
	2. Use the Print button to print a hard copy of your updated schedule. 
	2. Use the Print button to print a hard copy of your updated schedule. 
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	<Return to Main Menu>
	<Return to Main Menu>
	<Return to Main Menu>

	 

	Class Changes After the Drop/Add Period 
	 
	In order to make changes to your schedule after the Drop/Add period at the beginning of the semester, you will need to contact Student Services for assistance. Note:  If you receive financial aid, dropping/withdrawing from class may impact your financial aid status…please contact the Financial Aid department as well. 
	<Return to Main Menu>
	<Return to Main Menu>
	<Return to Main Menu>

	  

	Paying Your Bill/Electing the Payment Plan 
	 
	Tuition is payable after registering for classes. Payment is due before the deadline or your classes will be dropped. Click on the Home icon (upper left) and then Student Finance OR go to the Business Office on campus.  
	 
	Figure
	 
	Figure
	  
	1. To pay your bill click on Make a Payment (For directions on electing the Payment Plan, 
	1. To pay your bill click on Make a Payment (For directions on electing the Payment Plan, 
	1. To pay your bill click on Make a Payment (For directions on electing the Payment Plan, 
	1. To pay your bill click on Make a Payment (For directions on electing the Payment Plan, 
	Click Here
	Click Here

	) 



	 
	Figure
	2. Choose a Payment Method from the drop-down menu 
	2. Choose a Payment Method from the drop-down menu 
	2. Choose a Payment Method from the drop-down menu 


	 
	Figure
	3. Click on the Proceed to Payment button 
	3. Click on the Proceed to Payment button 
	3. Click on the Proceed to Payment button 


	 
	Figure
	  
	 
	4. Click on the Pay Now button 
	4. Click on the Pay Now button 
	4. Click on the Pay Now button 


	 
	Figure
	5. Fill out the payment information and click the Pay Now button 
	5. Fill out the payment information and click the Pay Now button 
	5. Fill out the payment information and click the Pay Now button 


	 
	Figure
	  
	 
	To elect the Payment Plan: 
	 
	1. Click on Student Finance at the top of the page and select Payment Plans from the drop-down menu 
	1. Click on Student Finance at the top of the page and select Payment Plans from the drop-down menu 
	1. Click on Student Finance at the top of the page and select Payment Plans from the drop-down menu 


	 
	Figure
	2. Click on the Proceed to Processor button 
	2. Click on the Proceed to Processor button 
	2. Click on the Proceed to Processor button 


	 
	Figure
	3. Complete and submit the Payment Plan form.  Note:  The administrator of the payment plan is Nelnet (a financial services company) and not CCC&TI.  
	3. Complete and submit the Payment Plan form.  Note:  The administrator of the payment plan is Nelnet (a financial services company) and not CCC&TI.  
	3. Complete and submit the Payment Plan form.  Note:  The administrator of the payment plan is Nelnet (a financial services company) and not CCC&TI.  


	 
	Figure
	 
	<Return to Main Menu>
	<Return to Main Menu>
	<Return to Main Menu>

	 

	  
	Planning Your Courses 
	 
	1. Log in to MyCCCTI from the homepage (
	1. Log in to MyCCCTI from the homepage (
	1. Log in to MyCCCTI from the homepage (
	1. Log in to MyCCCTI from the homepage (
	www.cccti.edu
	www.cccti.edu

	). 


	2. Navigate to WebAdvisor > WebAdvisor for Students > Academic Profile > Student Planning. (Students who have already determined which courses they need should skip to “A” below.) 
	2. Navigate to WebAdvisor > WebAdvisor for Students > Academic Profile > Student Planning. (Students who have already determined which courses they need should skip to “A” below.) 

	3. Click on View Your Progress (Go to My Progress) in the upper left-hand corner. 
	3. Click on View Your Progress (Go to My Progress) in the upper left-hand corner. 

	4. Verify your program of study listed in the upper left-hand corner below My Progress is correct.  If it is not correct, go to Student Services to change your program of study. 
	4. Verify your program of study listed in the upper left-hand corner below My Progress is correct.  If it is not correct, go to Student Services to change your program of study. 

	5. Scroll down and choose a course that contributes to your program of study and click on the course. 
	5. Scroll down and choose a course that contributes to your program of study and click on the course. 

	6. Click on Add Course to Plan on the right-hand side. A new pop-up screen will appear. Click on Select a term… and then click Add Course to Plan. 
	6. Click on Add Course to Plan on the right-hand side. A new pop-up screen will appear. Click on Select a term… and then click Add Course to Plan. 

	7. Click on Student Planning at the top of the screen on the left. In the drop-down menu, select Plan & Schedule. 
	7. Click on Student Planning at the top of the screen on the left. In the drop-down menu, select Plan & Schedule. 

	8. Cursor forward or backward using the arrow buttons (>,<) to select the correct semester. 
	8. Cursor forward or backward using the arrow buttons (>,<) to select the correct semester. 

	9. Click on the Filter Sections box to narrow your search by:  Availability (for open sections), Location (Caldwell campus, Watauga campus or online courses), Day of Week (Monday – Friday), Time of Day (Early Morning, Morning, Afternoon, Evening, Night), and/or Instructor (Instructor’s Name). 
	9. Click on the Filter Sections box to narrow your search by:  Availability (for open sections), Location (Caldwell campus, Watauga campus or online courses), Day of Week (Monday – Friday), Time of Day (Early Morning, Morning, Afternoon, Evening, Night), and/or Instructor (Instructor’s Name). 

	10. Find the course in left-hand column and click View other sections.  Page forward if there are multiple pages and view the offered sections in the calendar. Note:  Online sections will appear only in the left-hand column and not in the calendar. After a specific class section has been selected for an online course, it will appear at the bottom of your calendar. (“No sections available” means either this course is not available in the desired semester OR the schedule for that semester has not yet been pos
	10. Find the course in left-hand column and click View other sections.  Page forward if there are multiple pages and view the offered sections in the calendar. Note:  Online sections will appear only in the left-hand column and not in the calendar. After a specific class section has been selected for an online course, it will appear at the bottom of your calendar. (“No sections available” means either this course is not available in the desired semester OR the schedule for that semester has not yet been pos

	11. Click on the class section that meets your needs (note the location) in the left-hand column and then Add Section. Note:  Do not choose sections with an “R” in it, as in 680WR, unless you need to take a co-requisite class. If you have questions about this, please contact your advisor. 
	11. Click on the class section that meets your needs (note the location) in the left-hand column and then Add Section. Note:  Do not choose sections with an “R” in it, as in 680WR, unless you need to take a co-requisite class. If you have questions about this, please contact your advisor. 

	12. Verify the class has been added to your plan (on the calendar, if seated, or below the calendar, if online).  The word Planned will show up below the course on the left-hand column and the class will be entered into your calendar with a yellow box around it. 
	12. Verify the class has been added to your plan (on the calendar, if seated, or below the calendar, if online).  The word Planned will show up below the course on the left-hand column and the class will be entered into your calendar with a yellow box around it. 

	13. Courses in red on your calendar indicate that this course is currently in conflict with another course or the course is closed/full. 
	13. Courses in red on your calendar indicate that this course is currently in conflict with another course or the course is closed/full. 

	14. Click on Student Planning then My Progress, and repeat steps 3 – 13 until you have added all desired courses to your calendar/planned schedule. 
	14. Click on Student Planning then My Progress, and repeat steps 3 – 13 until you have added all desired courses to your calendar/planned schedule. 


	 
	Note:  You are not yet registered. Your classes have only been planned at this point. 
	Adding Classes if You Already Know What Courses You Need 
	A. In the Search for courses box in the upper right-hand corner (click on alerts/notices if they are blocking your view of Search for courses to make them disappear), type in the subject (and course number, if you know it - e.g., ENG 111) and click enter. 
	A. In the Search for courses box in the upper right-hand corner (click on alerts/notices if they are blocking your view of Search for courses to make them disappear), type in the subject (and course number, if you know it - e.g., ENG 111) and click enter. 
	A. In the Search for courses box in the upper right-hand corner (click on alerts/notices if they are blocking your view of Search for courses to make them disappear), type in the subject (and course number, if you know it - e.g., ENG 111) and click enter. 

	B. Proceed to Step 6 above. 
	B. Proceed to Step 6 above. 


	 
	Note:  You are not yet registered. Your classes have only been planned at this point. 
	 
	Submitting Your Plan to Your Advisor for Review 
	1. After logging in to Self Service, click on Plan your Degree & Register for Classes (Go to Plan & Schedule).  
	1. After logging in to Self Service, click on Plan your Degree & Register for Classes (Go to Plan & Schedule).  
	1. After logging in to Self Service, click on Plan your Degree & Register for Classes (Go to Plan & Schedule).  

	2. Click on the Advising tab.  
	2. Click on the Advising tab.  

	3. If you want to enter a note to your advisor, type the note in the Compose a Note box and click on the Save Note button. Note:  You will not be able to edit or delete a note once entered. 
	3. If you want to enter a note to your advisor, type the note in the Compose a Note box and click on the Save Note button. Note:  You will not be able to edit or delete a note once entered. 

	4. Any prior notes will be listed at the bottom of the page under View Note History.  
	4. Any prior notes will be listed at the bottom of the page under View Note History.  

	5. To submit your plan to your advisor for review, click on the Request Review button.  
	5. To submit your plan to your advisor for review, click on the Request Review button.  

	6. Your advisor is then notified you have submitted your plan for review. Once reviewed, you will be notified by email. Sign back in to Self Service to see your advisor’s response and any notes they have entered. Approved courses are indicated by a green thumbs up, and Denied courses are indicated by a red thumbs down.  
	6. Your advisor is then notified you have submitted your plan for review. Once reviewed, you will be notified by email. Sign back in to Self Service to see your advisor’s response and any notes they have entered. Approved courses are indicated by a green thumbs up, and Denied courses are indicated by a red thumbs down.  


	 
	Note:  You are not yet registered. Your classes have only been planned at this point. 
	Registering for Class(es) 
	1. On or after your Priority Registration Time & Date (the Registrar will send you an email notifying you of your priority registration time and date), log in to Self Service.  
	1. On or after your Priority Registration Time & Date (the Registrar will send you an email notifying you of your priority registration time and date), log in to Self Service.  
	1. On or after your Priority Registration Time & Date (the Registrar will send you an email notifying you of your priority registration time and date), log in to Self Service.  

	2. Go to Plan and Schedule.  
	2. Go to Plan and Schedule.  

	3. Cursor forward or backward using the arrow buttons (>,<) to select the correct semester. 
	3. Cursor forward or backward using the arrow buttons (>,<) to select the correct semester. 

	4. If any courses are red on your calendar, you will not be able to register for these courses (due to the course being full or closed, or due to course conflicts).  If the course is waitlisted, you may select Waitlist underneath the course on the left.  Check email daily if you waitlist. You may also click on View other sections to search for other sections OR search for an alternate course that meets your needs. Courses may be removed from your schedule/calendar by clicking the “x” in the right-hand corne
	4. If any courses are red on your calendar, you will not be able to register for these courses (due to the course being full or closed, or due to course conflicts).  If the course is waitlisted, you may select Waitlist underneath the course on the left.  Check email daily if you waitlist. You may also click on View other sections to search for other sections OR search for an alternate course that meets your needs. Courses may be removed from your schedule/calendar by clicking the “x” in the right-hand corne

	5. Click Register Now to register for all planned courses or Register under a specific course to register for that course only.  If the Register Now and Register buttons are not activated (blue), contact your advisor for assistance. 
	5. Click Register Now to register for all planned courses or Register under a specific course to register for that course only.  If the Register Now and Register buttons are not activated (blue), contact your advisor for assistance. 

	6. The border around each course will turn from yellow to green when you have successfully completed registration for that class.  In the left-hand column under the course name, you will also see “Registered, but not started” when you have successfully registered for the class. If the border does not turn green or if you do not see the registered notification under the course name, you have not registered for the class. ((Check for notifications in the upper right-hand corner specifying why you were not abl
	6. The border around each course will turn from yellow to green when you have successfully completed registration for that class.  In the left-hand column under the course name, you will also see “Registered, but not started” when you have successfully registered for the class. If the border does not turn green or if you do not see the registered notification under the course name, you have not registered for the class. ((Check for notifications in the upper right-hand corner specifying why you were not abl

	7. Use the Print button to print a hard copy of your schedule. 
	7. Use the Print button to print a hard copy of your schedule. 


	Dropping a Class 
	1. To drop a class, click on the Drop button below the class in the left-hand column. A pop-up window will appear to confirm or cancel the drop. To drop the class, click Update. To cancel the drop, click Cancel.  
	1. To drop a class, click on the Drop button below the class in the left-hand column. A pop-up window will appear to confirm or cancel the drop. To drop the class, click Update. To cancel the drop, click Cancel.  
	1. To drop a class, click on the Drop button below the class in the left-hand column. A pop-up window will appear to confirm or cancel the drop. To drop the class, click Update. To cancel the drop, click Cancel.  


	Note:  During the Drop/Add period:  If dropping and adding a class for the same semester, drop and add on the SAME DAY. If the credit hours are the same for each class, you will not incur a fee. If the credit hours for the class you are adding are more than the class you are dropping, you will have a balance due and can pay it online through Self Service or at the Business Office.  If the credit hours 
	for the class you are adding are less than the class you are dropping, you may be entitled to a refund. If you are dropping and not adding a class, you may be entitled to a refund. 
	Drop/Add/Withdrawal Periods:  Information about dropping, adding or withdrawing from a class (including refund information) can be found online at 
	Drop/Add/Withdrawal Periods:  Information about dropping, adding or withdrawing from a class (including refund information) can be found online at 
	https://www.cccti.edu/Students/Registration.asp
	https://www.cccti.edu/Students/Registration.asp

	. 

	*If you receive financial aid, dropping/withdrawing from class may impact your financial aid status…please contact the Financial Aid department as well. 
	2. Use the Print button to print a hard copy of your updated schedule. 
	2. Use the Print button to print a hard copy of your updated schedule. 
	2. Use the Print button to print a hard copy of your updated schedule. 


	 
	Class Schedule Changes After the Drop/ADD period 
	• In order to make changes to your schedule after the Drop/Add period at the beginning of the semester, you will need to contact Student Services for assistance.  
	• In order to make changes to your schedule after the Drop/Add period at the beginning of the semester, you will need to contact Student Services for assistance.  
	• In order to make changes to your schedule after the Drop/Add period at the beginning of the semester, you will need to contact Student Services for assistance.  


	Note:  If you receive financial aid, dropping/withdrawing from class may impact your financial aid status…please contact the Financial Aid department as well. 
	Paying Your Bill 
	To Pay Now: 
	1. Click on the Home icon (upper left) and then Student Finance OR go to the Business Office on campus. 
	1. Click on the Home icon (upper left) and then Student Finance OR go to the Business Office on campus. 
	1. Click on the Home icon (upper left) and then Student Finance OR go to the Business Office on campus. 

	2. To pay your bill click on Make a Payment. 
	2. To pay your bill click on Make a Payment. 

	3. Choose a Payment Method from the drop-down menu. 
	3. Choose a Payment Method from the drop-down menu. 

	4. Click on the Proceed to Payment button. 
	4. Click on the Proceed to Payment button. 

	5. Click on the Pay Now button. 
	5. Click on the Pay Now button. 

	6. Fill out the payment information and click the Pay Now button 
	6. Fill out the payment information and click the Pay Now button 


	To Elect the Payment Plan: 
	1. Click on Student Finance at the top of the page and select Payment Plans from the drop-down menu. 
	1. Click on Student Finance at the top of the page and select Payment Plans from the drop-down menu. 
	1. Click on Student Finance at the top of the page and select Payment Plans from the drop-down menu. 

	2. Click on the Proceed to Processor button. 
	2. Click on the Proceed to Processor button. 

	3. Complete and submit the Payment Plan form.  Note:  The administrator of the payment plan is Nelnet (a financial services company) and not CCC&TI.  
	3. Complete and submit the Payment Plan form.  Note:  The administrator of the payment plan is Nelnet (a financial services company) and not CCC&TI.  


	Note:  Payment is due before the deadline listed in the Academic Calendar (available online through 
	Note:  Payment is due before the deadline listed in the Academic Calendar (available online through 
	www.cccti.edu
	www.cccti.edu

	) or your classes will be dropped. 

	 
	<Return to Main Menu>
	<Return to Main Menu>
	<Return to Main Menu>

	 






