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Alerts are holds on your record. Some alerts block

IVI y Al e rts registration and/or official transcripts. If you have an

alert, please click on the link for further information.
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You have a library debt. This hold will block you from registration and vou will not be able to order an official FO”OW the Instructions OUtlIﬂEd N the
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Access WebAdvisor by clicking on the

We bAdV|SO r Iogo . Important: Once you are logged in you have five

minutes to make your transaction. This five minute
/ time limit is between clicks of the SUBMIT buttons.
If you take longer than five minutes you will be

M / timed out. Using Express registration is the

WEBADVISOR quickest way to register.

i« A
WebAdvisor |

WebAdvisor Student Menu

Flease select a menu option on the left

Click on a link (for T
(+) User Account
exam p|e, Reglst ratlon ) (+) Admission Information
tO expa n d the menu {+) Financial Information
{*) Financial Aid
OptIOHS. {+) Registration

{+) Academic Profile

{+) Academic Services

{+) Communication

Automated Communication for Educational
Success

Important reminder: Payment is due immediately after registration. Use the Make a
Payment link (under the Financial Information menu) t0 pay using Visa or MasterCard.



Registration Menu Options

My Priority Registration Dates — View your registration dates and times.

Search for Sections — Use this option to search for classes based on term, location,
course, subject, etc.

Express Registration — When you know the four digit section number you want to
add (detailed instructions on page 7).

Search and Register — Select the classes that you want from the search results.

e = Stugent = ebAdvs Register for Previously Selected Sections — Use this option if you selected the classes
that you want previously and you are now ready to register or add to the wait list.

(+) Main Menu This is like your shopping cart that holds the sections you are interested in adding.

) Registration You may select sections prior to your priority registration appointment date and then
Registration Instructions register from here once you are eligible.
Wy Priority Regisiration Dates Drop Sections — This is the option to use when you want to drop a class.
Searchfor Secions Manage My Waitlist — View your waitlisted classes and statuses. Enroll in a class
Express Regisirafion when you have Permission Granted. Remove a class that you no longer want.
Search and Register Register From My Worksheet — You can use this option if you have an active

enicter fo avin Colected Sectin . . o
Registerfor Prevously Seleced S2chons | Educational Plan (usually this has been done with the help of a counselor).

Register Using the Course Planning Wizard — This is used with an academic program
and is based on program requirements.

My Class Schedule — Use this option to view/print your class schedule.

Late Registration (Using Add Code) — This option is for registering with a late add
code given to you by the instructor. This is only available during the add period for

Drop Sections

WManage My Waitlist

Register From My Warksheet

Register Using Course Planning Wizard

My Clasg Schedule

Late Registration (Using Add Code) i . .
the class (detailed instructions on page 9).
Term 2009FA Important: On the Register for Previously Selected
gCE”‘;‘%‘Ei'p*'tlfr:]anlﬂ;me'“ Sections page you can modify the unit value of variable
_ Room 10 _ ~ credit sections. In this example the section is available for
PE-100AE-1031 Dance Ensemble (Open Tobe Announced |1.00

: 1, 1.5, 2, 2.5, or 3 credits (1-3 credits in .5 increments).

Please select the link to the left to read important additional information for this section,

S This secfion is variable credit. Please choose1.00 to 3.00 credits (0.50 cradit incremenis), Z
4



WebAdvisor features within the InSite portal

Note that multiple options can be open at one time. In the
example, the My Priority Registration Dates page is active and the
inactive tab is for the Search for Sections option. Close any tabs
that you no longer need by clicking the tab and then click on the X.
Make sure that you have properly submitted any processes you are
working on before closing the tab!

( Search for Sections ’I'le Priority Registration Dates X \|> Tabs

Multiple priority registration dates may be displayed below if you previausly registered for classes atmore than ane lecation. You may attempt to register for all of your classes on the earliest date. If you are unahle ta register for all of your classes, you

may try again on the nex date.
Many pages show your contact

Stucent E-Mail Address Phone Address

T P information. To update your contact
onnnon - doreenmed@email.com  510-672-3414 "‘._I.p‘:n._";‘,?:.l,\, Change contactinformation . . .

— < andle,CA 4703 < information click on the Change contact

\ \\ information link. (Note: mailing address changes take
approximately two weeks to process.)

Term Start Date  Start Time

An automated message will be sent to this e-
mail address when you have permission to

register in a waitlisted section.
oK

2009FA-Fall 2009 0310109 09:30AM




My Priority Registration Dates

You must have a priority registration date for any term that you want to
register for. If you do not have a registration date listed for the term,
please contact your college’s Admissions & Records office (contact phone
numbers are listed at the end of this document).

\/ Iy Priority Registration Dates X \|

Wuttiple priarity registration dates may be displayad below if you previously registered for classes atmore than one location. You may atiemptta register for all of your classes on the earliest date. If you are unahle to register for all of your classes, you
maytry again on the next date.

Student E-Mail Address Phone Address

WcStudent Doreen D. 1062 Bluz Lagaon

doreenmed@email com - H10-672-3414 I,
1200020 = ’ [slandhille, CA 34703

Change contact infarmation

Term Start Date Start Tima

Appointment Term, Date, and Time. You
can register on or after this date and time.

2009FA-Fall 2009

080110

9 093040

=
=2



You must have the four digit section

EXpress Reg|5t ratiOn number to use this registration method.

| Express Registration X

i FORWAR D_

Use this option if you know the exact subject, course number, and section number of the section(s} which you wish to add to your preferred list and then register. (Example: MATH-100-01)

* = Required

Student E-Mail Address Phone Address

McStudent, Doreen O R PR — EeRTo A A 1062 Blue Lagoon - e e — .
SnOnen doreenmcd@email.com  510-672-3414 |Slandville. CA 94703 Change contact infarmation

1200020

Enter the four digit Section Number (include

any leading zeros) and select the term from
the drop down menu. (Enter co-requisite
sections, if applicable.) Then click SUBMIT and
wait for the next page to continue with the
registration process.

The Late A only necessary after the section has begun.
ed in class by the instructor

section Number Select Term*

200SFA Fall 2003 | »

[
[
C

= @

P 5
| Register for Previously Selected Sections X |

{ BACK B

Usethis option if you have already placed sections in your preferred list and would now like to register.
— s fee |t Next select a registration action for ALL
preferred sections OR select an action for

doreenmcd@email.com  510-672-3414
individual sections. Update the credits as needed

_— for variable unit sections (see page 4 for additional
information on variable credit classes).

Then click SUBMIT.

nter, Room 112

McStudent, Doreen D
U2u

1200020 o Change contact infarmation

Islanaville, CA 94703

Preferred Sections

e
Action for ALL Pref. Sections (or choose below) N
i Location

Action Term Section Name and

nformation

ng Ir
Lecture T Th 11:00
anced Techr
111972009 - 12
CIERME v | Fall2009 LS-100-4147 Fundmi LibraryResrch Skills Diablo Valley College TobeAnnounced  30/30/0

Please selectthe link o the leftto read impartant additional information far this section.

Ieetir
Advi




Registration Results — ivroriant
The Registration Results page confirms your transaction!

Home = Student =WebAdvisor

nl

) Main Menu

Welcome Doreen Delovely McStudent

| | ﬂ Advanced Search

Student = Campus Resources Clubs  Directories & Maps  WebAdvisor  Surveys Wikis ‘S,J'tel'dapl

Registration ResLlts %
€ Back ) ®

{*) Registration

Registration Instructions

My Priority Registration Dates

Search for Sections

Express Registration

Search and Register

Name: Doreen D. McStudent Student ID: 1200020

The following reqgistration request{s) have been completed. Payment is due immediately for these sections. Use the link below to make your payment.

Term Status Pass/ Audit Section Name and Title Location Meeting Information Faculty Credits

Register for Previously Selected Sections

Drop Sections

Manage My Waitlist

Register From My Worksheet

Register Using Course Planning Wizard

My Class Schedule

Lecture T Th 11:00AM - 12:10PM
Advanced Technology Center, Room 112

111872009 - 1211012008
L5-100-4147 Fundmtl Library/Resrch Skills - Diablo Valley College Tobe Announced (.50

Fall 2088 Registered for this sectien

Please selectthe link to the left fo read important additional information for this section.

Late Registration (Using Add Code)

‘You are currently registered for these sections:

Term Pass/ Audit Section Name and Title Location Meeting Information Faculty Credits

Lecture M W 01:00PM - 02:00PM
Art Building, Room 102
08117/2009 - 12/20/2009

Lab M W 02:00PM - 03:50PM

Fall 2009 ART-107-1995 Figure Drawing | DiabloValley College  ArtEuilding, Room 102 D. Abbot 200
0811712009 - 1212012009 1 Fish



Late Registration — Using Add Code

Late Add Codes are given out by the instructor and must use during the add period.

|/ Late Registration (Using Add Code) % \|

Use this option if you know the exact subject, course number, and section number of the section(s) which you wish to add to your preferred list and then register.

Use this option if a Late Add Code is required to enroll in the desired section(s)
= = Required

Student E-Mail Address Phone Address

5 0 ] 62 00
McStudent, Doreen D. doreenmcd@email.com  510-672-3414 1062 Blue Lagoon Change contact information

s Fillinthe four digit section number (include any leading zeros), the

list of Preferred Sections.

e e TOUT digit late add code (as issued by the instructor, include any
— : leading zeros) and select the term. (Enter co-requisite sections, if

o e e applicable.) Then click SUBMIT. You will then be taken to the

- Register for Previously Selected Sections page.

v

~

£

. . .
pr— To complete the registration, select the appropriate

Use:::';ptlon if you have already placed sections in your preferred list and would now like to register. actlon - Reglster Or Waltllst’ adeSt Units as needed (for
variable unit sections only, see page four for information on

variable unit classes) and click SUBMT.

1062 Blue Lagoon
Islandville, CA 94703

McStudent, Doreen D - . . P — - e confl
1200020 doreenmcd@email.comn  510-672-3414 Change corli

Action for ALL Pref. Sections (or choose below) -~

Or Select the Remove option and

Preferred Sections
Action Term Section Name an/l_ocation Meeting Information Facu SUBMIT to delete CIasseS that

Lecture F 08:30AM - 12:30PM
Off Campus Site, Room EBAYW you are no Ionger IntereSted In'
11/05/2009 - 114
Lecture F 01:00
Off Campus Site
11/05/2008 - 114

~ | Fall 2000 CIS-052A-9507 Excel (Beginners-level 1) Diablo Valley College | ap F To be Announced 30/30/0 [0.75
Off Campus Site, Room EBAYW
11/05/2009 - 11/20/2009 9

Flease selectthe link to the left to read important additional information for this section.




Error Messages -

If your transaction did not process you will see a message

notifying you of the reason (Pre-requisite not met, class is full,
etc.).

Home = Student = WebAdvisor

s

—

() Main Menu

BACK

(+) Registration

Registration Instructions

Wy Priority Registration Dates

OV are not eligible for registration.

You have & library debt. Contact your college library.
CCC(510) 235-T200 Ext. 4318, DVC (325 B25-1230 Ext. 2441,
-2181 Ext. 3322

Search for Sections

" you have aTes T your preferred list and would now like to register.

Express Registration

Search and Register

Reqister for Previously Selected Sections

Drop Sections

Manage My Waitlist

Register From My Workshest

Student E-Mail Address Phone Address

MeStudent, Doreen D.
1200020

1062 Blue Lagoon

doreenmcd@emailcom  510-672-3414 lslandvile. CA 34703

Change contact information

Welcome Doreen Delovely McStudent »

P Advanced Search

Student » Campus Resources Clubs: Directories & Maps | WebAdvisor Suveys Wikis Siteblap

Action for ALL Pref. Sections {or choose below)

Register Using Course Planning Wizard

Wy Class Schedule

Late Registration (Using Add Code)

Preferred Sections

Action Term Section Name and Title Location Meeting Information

Faculty AvailiCap/Wait  Credits

Lecture 3a 08:10AM - 11:004M
Biological Science, Room 2
1110712009 - 12/05/2009

Lab Sa 11:00AM - 12:00PM
Biological Science, Room 2

712002 - 1200512009
Fall 2009 EMED-011-5659 E Med Technician Recert Contra Costa College | ap 5 01.00PM- 04-30PH
Biological Science, Room 2

Tao be Announced

26/3010
10



Manage My Waitlist

Important Note: If you are on a wait list it is your responsibility to check your
status daily.

Your Rank and number of students on
the wait list. This example shows a
student at the top of the waitlist

|/ Manage My Waitlist % \|

Use this option if you would like to register for, or remove, sections for which you are currently waitlisted. ( n u m b e r 1 Of 1 )
.
Student E-Mail Address Phone Address
McStudent, DoreenD. e EA0.ETIA 1062 Blue Lagoon Ahande cantact infarmatio
1200020 doreenmcd@email.com  510-672-3414 Islancuille. CA 94703 Change contact information
Action Waitlist Status Expire Term Section Name and Title Location Meeting Information Faculty Credits Ra_n_k-
Date Waitlist

Lecture Sa Su 09:00AM - 12:00PM

San Ramon Center, Room E161

111412009 - 1115/2009

Lecture Sa Su 12:30PM - 03:30PM

3an Ramon Center, Room E161

111412009 - 1115/2009
Fall C15-055H-9682 Dreamweaver Diablo Valley Lab Sa Su 03:30PM - 05-20P W Tobe
2009 Level 2 College San Ramon Center, Room E161 Announced

111412009 - 1115/2009

You may register for the class when When registering for a
— you have a status of Permission variable unit section
~" Granted (select Register then SUBMIT). you can modify the

You may remove yourself from the waitlist at any Credits.

time by selecting Remove and then clicking on
SUBMIT.

- Permissi

Granted Tirtaiog

Remove

Here are all the sei

11



Pay YOU I FeeS‘ Select the Make a Payment option under the Financial

Information menu.

|/ Make A Payment % \|

Pending Financial Aid is an estimate. Actual Financial Aid is dependent on conditions of your enrollment and eligible charges

Fill in the dollar amount (must be

* = Required
Payment Amount Balance Description Total Charges Payments Financial Aid Remaining Payment Plans Refunds paid in fu”) and Select the
50.00 Spring 2009, Student Accounts Receivable 61.00 1.00 0.00 0.00  0.00
€

— Payment Type - VISA or

T MasterCard. Click SUBMIT.

T——— . .
Payment Type" You will then be taken to the Electronic
P ]| Card Entry page.
Account Summary | Account Summary by Term Pay on My Payment Plan

|/ Electronic Card Entry X \|

How do | find the security code?

Fill in all the information. Click SUBMIT.

Payment Amount 60.00
Convenience Fee 0.0 You will get a confirmation page if the transaction
Total Payment Amount 60.00 0 o o
processed successfully and an e-mail confirmation
Credit Card Number* will be sent to the e-mail address you enter.
Expiration Date* Expiration Year*
Card Secunity Code™ 123 Warning: Please do not refresh your browser, click on the back

button, or close the browser after you have submitted your

Heme oncard [Christopher C Mestudent __| credit card transaction. Please remain patient until the payment
iling Address? 12 usi i cx | confirmation page is displayed. Wait times will vary especially
Ciy* [girdvile | staterprounce- Postal Code during increased activity between WebAdvisor and the credit
E-mail Address® cmestudent@email.com | card Processor (PayPal). Failure to comply will result in multiple
charges to your account.
WARNING:

[ §
Np



Sign Out

When you are finished using the Portal make sure you properly log
off by clicking the down arrow following your name and then
selecting the Sign Out option. You will get another message to
confirm that you want to log out. Lastly, close the browser.

Welcome Doreen Delovely McStudent ~

My Settings
& Update your user information,

- regional settings, and alerts.

Sign in as Different User Please selecta menu option on the left
Login with a different account.
! Sign Out

Logout of this site,

Iy
My




If you have questions or need further assistance please contact your
college Admissions and Records office.

Contra Costa College — (510) 235-7800 Ext. 7500
Diablo Valley College — (925) 685-1310

Los Medanos College — (925) 439-2181 Ext. 7500

To exit this presentation close the browser by clicking on the X in the
upper right corner.
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