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Getting Started: All of your student information is displayed in the Student Center on one
screen.

Getting Stuck: On some of the Student Center screens, there does not appear to be a
way to get back to where you started. First, look for the navigation menu. Click on the
down arrow and you will get a list of choices to “Go to.” Make your navigation choice,
and click the blue radio button.

fao ko, L||§) Faoto .., . d(}})
| fuccounk Inquiry

| My Class Schedule

| Student Canter

Sometimes you will find a search box or links at the bottom of the page that allow you o
move to other pages.

My Slazz Schaduls Clazs Sasrch  Add  DOrop Swap Edi

If you cannot find a link back, you can click on the Student Center in the Menu box in
the left hand menu under Self Service

PopUp Blocking: The ability to block pop-ups that comes installed on many versions of
Windows may interfere with some PeopleSoft functionality. You may see a message
when you navigate to the site where a pop-up is being blocked - you need to allow
pop-ups in PeopleSoft. Otherwise, you will not be able to go to the next screen.

Sign In: Through MyTNCC: Navigate to the TNCC Website: www.incc.edu
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Explore. Excel. Succeed. —

Thomas Nelson

COMMUNITY COLLEGE Why TNCC © Prospective Students © Unique Programs : Apply : Courses . MyTNCC |
Home Homs ® MyTNCC - Notices
About the College 3
Admissions » MyTNCC - Notices to Students
G » MyTNCC provides 2 common point of entry to access Blackboard, Student Email, and academic

information via our Student Information System.
Finandial Aid 3
» -

R g ) Guess )
Learning Resources 3

Notice: Special nofices for students can be found on this page. Please check the
contents of the page periodically for notices and updates.

Returning Students, Faculty, Staff: Click Login (Takes you fo MyTNCC)

Guests: Prospective Students: Click Guests (Takes you to view only PeopleSoft SIS)

e / PO Follow Log In instructions.

S Select VCCS SI$8.9 once you have

Rtk | entered MyTNCC and you will enter

: _ PeopleSoft and will see your main menu

B o e options. Remember — if your computer is
e inactive for 20 minutes you will be signed

158l out of PeopleSoft to the PeopleSoft Log In

Jetco Your oo [ock 1 o saxmee Screen - (see following).

PeopleSoft.

User ID: Select a Language:
Password:l— English Espafiol
Dansk Ceutsch
MI Frangais  Frangais du Canada
Italiano Maoyar
To settrace flags, click herg hederlands Morsk
Polski Portugués
Suomi Svenska
Cesting BFE
=0 PyCCemi
Tny iz
- G |

Copyright @ 2005 FeapleSott, Inc.
Al rights resenved. Copyrights to portions of
this sottare may be ewned by others.
PeopleSoft Proprietary and Confidential
PaopleSoft and the PeopleSoft loga are
registerad trademaks of PeopleSoft, Ino,

Here you will enter your Student ID number (not the same as your User Name for
MyTNCC) and your Password (the same password you use for MyTNCC), then click Sign
In.
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Search:

[ by Fawarites

[ Self Senvice On the Menu, select Self Service.

higin Menu =
ﬁ}_ Self Service
Mavigate to your self service information an

P’ Student Center
W Uze the student center to manage
zchoaol relsted activities.

From the Self Service Page, select Student Center.

Welcome to the Student Center

(YourName) Student Center

Enrollment

My Class Schedule

Add a Class

Crop a Class Mo Halds,
Academic History ~ To Do List
Grades Mo Ta Dao's.

Legree Progress
T Enrollment Dates
IDtth’ academnic... 'l@ Cpen Enrollrment Dates

Program Advisor

SEARCH FOR CLASSES |

My Account

JISA—.—— @ You have no outstanding charges.

Financial Aid details P
View Financial Aid

make a payment P

~ Admission Information

Application for Admission

College
Thormas Helzon Cormm,
College

Can't wiew your account?
Change User Preferences
(below) to correct college.

~ Personal Information

Demographic Data Contact Information

S e Mailing Address Billing Address Addresses,& phone
CECHBSiS S nces number will populate.
Your VCCS Student E-
sther personal...  7](%) ) ) mail will automatically
Main Phone WCCE Student E-mail

generate and be
available upon term
activation.
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Student Center Features

Academics

¥ Academics

Enrollment

My Class Schedule
Add a Class

Crop a Class

Academic History
Grades
Legree Progress

Iother academic.., j@

1) Enrollment: This feature displays your TNCC schedule of currently enrolled classes
similar fo what you see below.

EMG 112 0MH  wAIM Caol Compoaos 3.00 Lecture

MTH 164 0MH Mals  Precalc 3.00 Lecture

d. My Class Schedule: This link displays your class

schedule and class status for the current term.
Enrollment
- My Class Schedule . .
Add a class Click on My Class Schedule to view your schedule.
Crop a Class

Academic History
Grades
Degree Progress

Iother acadernic.., j@

¥ Classes

“Enrnlled IiS:'Drn:\-p|:ua-t:| _&Wait Listed
Class DescHption Units| Grading |Grade Statusl
M—M ]4-III:LH F[:E:_IEEIJI 3,00 | Graded o’

c. Add a Class: This link allows you to add classes

during registration period for the term. (Found in
E“"!.':;‘:“;hedu.e the Enrollment Dates feature)

- Add a Class

Drop a Class

Academic History

Grades

Degree Progress
Enterpri
Octobe

Iother acaderic.., j@
40f13
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To add classes, please make sure that you are in the correct “Term.” If
not, please select the appropriate ferm and click Change. Next click
Search.

Select the Course Subject and/or Course Number, making sure to
select the Course Career that you are in. There is also an optional
choice of showing only open classes using the check box. Finally click
Search.

On this next page please make sure to review all classes and find the
one right for you. The classes with the green circle e are open, blue
square m are closed and yellow triangle  are wait listed (TNCC DOES
NOT USE WAIT LIST). Once you have chosen your class click select
class. IMPORTANT: this will not reserve your class! Confinue to the next
step.

. This page will display your class selection(s). Once you have double

checked that the class is the one you want, click Next to continue.

v. Next, please review the class(es) in your shopping cart and click
Proceed To Step 2 of 3 to continue.

vi. Finally please review the class(es) you have selected and click Finish
Enrolling to complete the class addition.

vii. Verify enrollment by reviewing a screen similar to the one below to
complete enrollment into the class.

d. Drop a Class: This link displays your class schedule and class
status for the current term.

Enrollment

My Class Schedule
Add a Class

Drop a Class

Academic History
Grades
Cegres Progress

i. To drop classes, please make sure that you are in the
correct “Term.” If not please select the appropriate
term and click change. Next, select the class that
you would like to drop and click the check box next
to it, when you are done click Drop Selected Classes.

Iother academic.., ﬂ@

i. Please review the classes that you have selected to drop, and

then click Finish Dropping.

ii. Finally, please review the confirmation page similar to the one

below to ensure that you have successfully dropped the course.

Enterprise Systems Group
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2) Academic History

a. Grades: This link allows a student to look the grades for

classes previously taken. It also allows for a “Printer Friendly

Version” that displays the grade report.

Enrollment

My Class Schedule

Add a Class

‘ Crop a Class A

View My Grades

Academic History

Grades

Deqres Progress Select Term |2001 Spring = Credit j ﬂl

Unofficial Transcript d ® Course Class Name Dfficial Grade Units
ART 229 Marph Desgn 11 A 4.00
ART 287 Fesurne Prepar A 1.00
ART 292 Adu, Publ 11 A 4.00

Courses Attempted 3

GPA, Grade Points, and Unit Totals Current Cumulative

Units In Progress - GPA Q,0a0 0,040
Units Taken Taoward GPA .000 71.000
Units Taken Mot Toward GPA 0,000 1.000
Units Pazzed Toaward GPA .000 71.000
Grade Points 36,000 281,000
Current GPA 4,000 3,958

Frr— )

PRINTER FRIEHDLY “ERSION |

Igutu:u... j

From the down box, select Student Center and click the blue
radio button to return to the Student Center.

b. Degree Progress: This link allows the student to check their degree audit

(this feature is not currently available at TNCC - please check at a later
date) or unofficial franscript.

View Degree Progress Report

Choose an institution and report type and press go to view vour degree progress in
wour current acadernic prograrm. If you wish to view your coursework in a what-If

scenario, select one of the buttons below,

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

Academic Institution IThOI‘nas Melzan Comm. College j

Report Type | ﬂ

Information For Students

What-If Reports GUICE WHAT-IF COURSE LIST WHAT-IF

Quick What-If Report:
Wiew how your coursework would apply to a different academic program, plan or subplan,

Course List What-If Report:
Wiew how courses which you have not yet taken may apply towards your current acadernic
program,

SIEW & REFORT THAT Y¥0OU HAD PREWVIOUSLY REQUESTED |

No report type is currently available.

Enterprise Systems Group
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Unofficial Transcript

¥ Academics

Enrollment

My Class Schedule
Add a Class

Drop a Class

Academic History
Grades
Deqres Progress

I Unofficial Transcript ﬂ @

From the dropdown box above, select Unofficial Transcript and click the radio button.

Select the Academic Institution and the Report Type from the drop down boxes and
click go.

View Unofficial Transeript

Chaose an institution and report type and press go to wiew your report,

“this process may take a few minuntes to complete, please do not press
any other buttons or links while processing is taking place""

Academic Institution ITthas Melson Comm, Colltj e I

Report Type ICredit - Unofficial Transcript j

Information For Students

WIEW & REFORT THAT Y 0OU HAD PREVIOUSLY REQUESTED

Report Results

Return
|
Credit - Unofficial Transcript

Thomas Nelson Comm. College

Name :  Linda Godfrey

Student ID: Z764059

Print Date : 20 Your Name

Requested By : Lit Your Student ID

Number
= = Credit Record - - - - -
Date
r
Your Name
Session : BRegular
DAPR 106 Pr Data Proc 3.00 3.00 & 1z.000

Merit List
Good Standing

TERM GP4 : 4.000 TERM TOTALS : 3.00 3.00 1z.000

Enterprise Systems Group
October 8, 2006
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To view previously requested reports, click the green View Previously Requested Reports
button on the View Unofficial Transcript Page.

View Previously Requested Reports

Find | Wiew All First " 1-10 of 13 [} Last

Request Date Descrption Insttution User ID |Future Release Print Date

il 107082006 Credit - Unofficial Transcript TH293 2 Imrnediate Processing i0/08/ 2006
il 107052006 Credit - Unofficial Transcript TH293 2 Irmrediate Processing i0/05/ 2006
il 10/05 2006 Credit - Unofficial Transcript TH293 2 Irmrediate Processing i0/05/f 2006
il 10/05 2006 Credit - Unofficial Transcript TH293 2 Immediate Processing i0/05/f 2006
il ni1/27¢f 2006 Credit - Unofficial Transcript TH293 2 Immediate Processing oi1/27/f 2006
il 01/2e/2006 Credit - Unofficial Transcript THZ292 2 Immediate Processing 01/2e/2006
il 1071742005 Credit - Unofficial Transcript THZ292 2 Immediate Processing 104172005
il 08/10/2005 Cradit - Unofficial Transcript THZ93 2 Immediate Processing 0s/10/2005
go ||04/29 2005 Credit - Unofficial Transcript THZ92 2 Irmmediate Processing 04/29/2005
_9o | 04/26/2005 Degree Progress - ADWSR THZ9Z 2 Immediate Processing 04/ 26/ 2005

CANCEL

:

IStudent Center j@

Select Student Center from the Drop Down box and click the radio button to return to the
Student Center Page.

Finances

My Account
Account Inguiry

@ ¥ou have no outstanding charges.

Financial Aid

View Financial Aid

make a payment =

College
Thoras Melzan Comm.
College
Can't view your account?
cthange User Preferences
(below) to correct college.

1) My Account: This feature displays a student’s finance account, including payments
and financial aid.

ik At S sl Account Inquiry: This link displays all financial fransactions
fecount Inguiry made between you and TNCC.

— On the Student Center Page, click Account Inquiry

Enterprise Systems Group
October 8, 2006
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[ summary ]( activity || make a payment

Account Activity

From |04/08/2006 [Hl  To [10/0872006 [H] [ Al Terms 53

Transactions Find | ¥iew All First 11 0f 1
Posted
Date Item Term Charge Payment| Refund

First "/ 1of 1 "/ Last

MAKE & PAYMENTl

Currency used is US Dallar,

Surnrnary Auckivity Make a Payment
IStudent Center j@
Your Name

Igo to ... 'l@

( summary W ac‘tivil)/Wmalse a payment ]

® There are no charges on your account that your institution allows you
to pay by credit card f eCheck.

Surnrmary Ackivity Make a Payment

IStudent Center 'I@

Selecting Student Center here and clicking the radio button will take you to:

A Canceling will exit the Make a Payment process. Continue?

Select Yes to go back to the Student Center Page, Select No to go back to Make a

Payment.
a. View Financial Aid: This link displays your financial m

aid plans and allows you to view your financial My Account
i Account Inguiry
aid status for the term. Account Inguir

Financial Aid

Wiew Financial Aid

Enterprise Systems Group
October 8, 2006
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Financial Aid

Select Aid Year to View

There is no financial aid infermation found.

IStudent Center j@

'\

Select Student Center and click the radio button to return to the Student Center.

Personal Information

¥ Personal Information

Demoaraphic Data Contact Infermation

Marmmes

Mailing Addraszs Billina Addrass
Uzer Preferances

Iother personal., d@

Main Phone WCCS Student E-mail

1 ) Demographic Data: This link allows you to see your INCC personal information.

Demographic Information

i

Gender

Date of Birth
Birth Country
Birth State
Marital Status
Ethnic Group

Military Status

National Identification Number

Country Mational ID Type Mational ID
United States SSMN aesaas

Citizenship Information

Description Native Country United States

Driver's License

License # Country State
V¥isa or Permit Data

*Type

Country

If any of the information above is wrong, contact your administrative office.

Enterprise Systems Group
October 8, 2006
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2) Local Mdiling/Permanent Address: This link displays your current address information
and allows you to edit and add addresses.

Contact Information

Mailing Address Billing Address
Main Phone WSS Student E-rmail

T

a. While Adding/Editing an address, please make sure to fill out the form
completely and click OK.

b. Nextselect an "Address Type"” and click Save to store the new address.
Please be sure you are selecting MAILING address, as this is the address
that TNCC will use to contact you for notifications, including refunds.

3) Local Phone Number: This link allows you o view your current phone number and
allows you to add or correct phone information.

Contact Information

Mailing Address Billing Address

Main Phone VS Student E-rnail

1

4) VCCS Student E-mail Address: This link displays your VCCS Student e-mail address.
This address will be used for by the school to keep you updated about activities and
events as well as special notices.

Contact Information

Mailing Address Billing Address
Main Phone ViooS Student E-miail

1

6) Names: This feature allows you to view your name and add contacts with
associations.

Enterprise Systems Group
October 8, 2006
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Mames

Wiew, add, change or delete a name.

Below is a list of wyour current names. Each name has a type associated with it that is indicative of
the name's use.

Name Type |Name | |
Primary

Preferrad edit
Maiden edit

IStudent Center 'l@

7) User Preferences: This link allows you to change your navigation through e-campus.

User Preferences

To facilitate your navigation through the different pages, and to avoid having to
select the generic values, you may default your most commonly used values for
the fallowing fields. Other values will remain available for selection as

appropriate for each feature,

Institution IThomas Melzon Cormm, Collej
Academic Career ICredit ﬂ
L 2064 3006 Fall

Aid Year Q

\

IStudent Center 'l@

When setting your User Preferences, please be sure fo click Save when finished.

User Preferences

Save Confirmation

v

The Save was successful,

o

Click OK to return or select Student Center from the Main Menu in the Left Navigation
Box.

Search for Classes

1) The Search for Classes feature allows you to search all TNCC classes. You will be able
to add and drop classes from this feature.

SEARCH FOR CLASSES |

Enterprise Systems Group
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a. Please choose the Term that you would like to search and then click the
Go button.

b. Next please select the “Course Subject” and/or the “Course Number” and
make sure to select the correct “Course Career,” then click Search. You
also have the opftion to select between only open or all classes with the
check box “Show Open Classes Only”

c. The final page will look similar to the screen below. Here you should have
the option fo “Change Institution or Term” and/or "“Start a New Search.”

Holds

Mo Helds, |

1) The Holds feature displays any holds that you may have on your record.

Enrolilment Dates and Adyvisor

1) The feature allows you to view your assigned registration appointment. This feature is
not currently being used at TNCC.

|

2) The feature displays your Advisor's name and allows you to noftify them by e-maiil.
Students are not currently assigned a particular advisor at TNCC. Please contact the
Advising Center in room 323 of Hasting Hall for Advising information.

Program Advisor

sl Eaile B¢

Admission Information

1) This link fakes you to the Application for Admission.

¥ Admission Informalion
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