Search, Register and Pay for NCC Non-Credit Classes with Flexible Registration

Getting Started with Flexible Registration

Browser Compatibility
What web browsers are recommended for use with Flexible Registration?

Click this link to learn about the supported browsers for the Community Colleges
Recommended browsers for the Community Colleges

In addition, users must have the Adobe Flash Player installed on their computers in order to view Flexible Registration. Adobe
Flash Player is a free download. Click on the title to be taken to the free download site.

Adobe Flash Player

After reading this getting started document, click on either the FLEXIBLE ONLINE REGISTRATION or the
COLLEGE FOR KIDS FLEXIBLE ONLINE REGISTRATION link under Extended Studies on the NCC web site.

Accounts created for Kids classes must be in the complete legal name of the child not the parent or guardian.

New account set-ups with Flexible Registration require social security numbers for ID matching purposes.
Registration can also be done in person at the Records Office, East Campus, room 102, or by mail or fax.

Basic Info
= Flexible Registration is only available for non-credit course registration.
= Unless you are a new student, you will need your NET ID and password to register for

courses in Flexible Registration. (If you do not know your NET ID come to the Records Office with a valid
photo ID.)

» Pagyment is required at the time of registration. MasterCard, Visa and Discover
are accepted in Flexible Registration.

= Do not use your internet browser’s BACK button while in Flexible Registration. This
may cause problems with the registration process OR cause you to be kicked out of
the system. If you are a brand new student, you will not be able to log back in right
away.

= SECURITY WARNINGS: You may encounter security popup warnings while using
Flexible Registration or during the payment process. Please OK any of these popups
and do not allow your browser to block any of Flexible Registration’s content during
the registration and payment process.



https://websupport.ct.edu/content/what-web-browsers-are-recommended-use-mycommnet-0
https://websupport.ct.edu/content/what-web-browsers-are-recommended-use-mycommnet-0
http://get.adobe.com/flashplayer/
http://www.ct.edu/
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Welcome to NCC’s Flexible Registration for non-credit courses.
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To begin, either Sign In with your NCC
NET ID and password if you are a returning
student.*

OR

Begin searching for classes immediately

using the Search feature. Search all terms or
narrow your selection down by selecting a term
and/or browsing by subject. To open the

Schedule Builder, click the search icon [ﬂ Jto
show all courses in the catalog.

In the Search field, you can start searching

for your class(es) by entering the course number
(CRN) or words from the course title or
description. Or, you can search by Subject.

*Don’t know/have your NCC NET ID or password? How do | know if | am a returning student? If you have ever applied for admission,
taken a credit course, non-credit course, summer course or gotten college credit for a course as a high school student you may be
considered a returning student. You can contact our office at 203-857-7237 and we can check for you. New students can create an
account and register within Flex Reg. Net IDs cannot be given over the telephone. Bring a valid photo ID to the Records Office.

Advanced Search .
With the Advanced Search feature, you can

| Subject * | | - Show all - - B h I b op tt b t

|_Meeting days v | [ Sunday | | Monday | | Tuesday | | Wednesday n searc fOf a ciass by SpeCIfIC attriutes.

Thursda Frida L | Satun . . .
s R AR S Choose this dynamic search option to narrow

| Setect attribute -
down your search for courses. Once you’ve
chosen your criteria, select Go to show courses
in the catalog that meet your criteria.

Schedule Builder

To add classes to your schedule, use the search bar above to search for clz
class details or add it to your schedule.

Search Results (Found 134 classes.) Schedule
. ) Current Regis
Sort... L g Detailed View
Sunc
HMED G5333 01 - Medical Admin Assistant el =00 PN
Wain Student Body (CR & NonCR) Seats: 10
08/01/13-06/30/14 MMV 5:30 PM-8:30 PM
Wain Campus §:00 PM
Fees: § ' +
HMED G5333 F1 - Medical Admin Assistant
7:00 PM
Main Student Body (CR & NonCR) Seats: 21
08/01/13-06/30/14 MMV 5:30 PM-8:30 PM

Be sure you are searching for classes in the correct term
(Spring / Summer / Fall with the correct year).

On the Schedule Builder Screen, available courses
matching your search will show up on the left.

Mouse over to a course to either see more details or add
it to your cart.

Click the Magnifying Glass to show course details like
course fee, instructor, etc.

Click and drag or click the + sign to add a class to your
schedule & your shopping cart.
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Course Details Photoshop | Fall 2013 After clicking the Magnifying Glass or Details button, the
Overview  Class: COMPG7358 3 Campus: Main Student Body (CR Course Details Screen will pop up showing the course
& NonCR}
Seslunies z::hzt be Instructor: Cotrupe, Mark description and additional information about the course.
Restrictions  Grade mode: Non-Credit Course fevel: Cacc tomcreet Click on Meeting Times to see the days/times for the course.

y Awailable seats: 12
Additional materials Schedule type: NonCredit

Instructional method: Classroo

Required materials m From here, you can click Close to return to the Schedule

Class fees: 585.00

In this basic Photoshop training class, we lead you through practical, | = Bu,'/der or C/,'Ck Add to add th/S course to your

=step-by-step exercises that help you master all the bazic skills you'll
need to create some truly dazzling images.

schedule/shopping cart. You will also be given the option to

. Remove a course that has been added to your cart.
[ nda |

Home Schedule Builder Manage Registration Saved Plans My Profile

Search [ Allterms vj for | n Advanced Search Browse By Subject Banner Self-Service

Schedule Builder

To add classes to your schedule, use the search bar above to search for classes. From the Search Results on the left below, drag and drop the class to your schedule, or hover over the class to display the icons to either view the
class details or add it to your schedule

Search Results (Found 134 classes.) Schedule Weekly View
; Current Registered
Sort - EH Detailed View
HMED G5333 01 - Medical Admin Assistant +| | COMPG73592 -Photoshop It
Main Student Body (CR & NonCR} Seats: 10 CRN: 2128 Term: Summer 2013 Campus: Main Student Body (CR & NonCR) Fees: 59500
08/01/13-06/30/14 MY 5:30 PM-8:30 PM Instructor: Cotrupe, Mark Type: NonCredit Seats: 12 ey
Main Campus 050113 - 10631113 MW 6:00 PM-9:00 PM Main Campus Room: 308 l—J

Fees: $499.00

Once you’ve added a class to your shopping cart, you will see it in your schedule. Here, it is presented in List View. You can also

see the course in a Weekly View. Toggle between the two by clicking on view option at the top right corner of your screen.

All set with adding courses? Go ahead and click Register
. on the bottom right of your Schedule Builder screen to

begin the registration and payment process.
If you haven’t done so yet, you will next be asked to login
or if you’re a new student, to create a user account.

i . Here, you will need to enter your NET ID and

New Student? Sign In
Sign in to see your registration eligisility and password. If you are a previous student and do not have

MNew to Connecticut Community Colleges? Create your
account now to complete the registration process

manage your registration. Returning students sign
in using your net 1D and password

that information, come to the Records Office at the

*User name:;

[ College, East Campus, room 102, with a valid photo ID to
( obtain your student ID# and have your password reset.

If you are a new student, click on Create New

Account to create a new student account.

Search, Register and Pay for NCC Non-Credit Classes with Flexible Registration




Create a New Account

Account Details

*_ast name:

To create a new student account, enter your

Honest

“Firstname: [ apr

information on the Create a New Account

Middle name:

screen. Required information is indicated by a *.

*SSNISINTIN (no dashes):

(
o
o
Full legal name: [Apm May Honest
a
a

*Birthdate (DD-MM-Y¥Y):

“Elhriety: | ot rispanic or Latino | * *You must also check off that you agree with

*Race 1

07-07-1997

* | native Hawaiian or Other Pacific Islander | ¥ |

Connecticut Community College’s (CCC’s) Acceptable Use

Race 2: l Select... vJ
Foces: | seteet. ") Policy before moving on.
Gender: [ Fomale . When all of your information has been entered,
e vsonzen v please key in the Security Check code at the

Confidential: ||
*Sireat 1 [3

bottom and click Submit.

1 Richard Lane

Street 2 [

*Zip/Postal code: 06457

“Ciy: [r.!iddletown

“State/Province [ Connecticut | .]

*Telephone area code (3 digits):

*Telephone number (no dashes): [7230591 ]

Attended a CCC before? If YES, do not Create new account. HO -

*Email pperry@commnet.edu ]

Educational Goal: Personal Development | ¥
Employment Type: | yTERN M

*Are you currently on active duty with the U.S. armed forces? no v
*Are you currently & member of the Natinal Guard or Reserves?: HO -
*Have you ever served in the U.S. armed forces?: HO -

*Are you a dependent of a member of ihe U S. armed forces? | yg v
What other CE courses would you like us fo offer? [Mmage

Security Check

|| 'agree with the acceptable use policy.

[@] Try anather *Please type the text you see in the image.
Help ( J

Banner Flexible Registration v8.£

*Please note that returning students will be prompted to review and agree to the Acceptable Use Policy the first time they
register via Flexible Registration.

?) Welcome! Once your account is successfully created, you will see the popup

Welcome! screen shown here. Click Continue to complete the
Your account has been successfully created.

Your sign in information is below. Please print and keep for registration process.
future reference.
Login ID: @01618282

Pceword 090994 IMPORTANT NOTE: Do not logout or close your browser screen

o ) at this point. Your login credentials will be emailed to you ASAP,
Click "Continue’ to begin the check out process.
but until you have them, you cannot log back in to complete your

registration if your session is interrupted.
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? ) Caution
The information you have entered is currently on file for another

account. You can either login with an existing username and
password, or cancel creating this new account.

cove

If you don’t readily receive the Welcome! Page, it may be due to
someone else having the same name as you do or some other exception
or commonality. If you remember your credentials, select Login and sign
in with your NET ID and password; if you need to check further, select
Cancel. You will be re-directed to the bio page where you can re-check

what you’ve entered.

Registration Results

PRFD G5514 E2G | Praxis | Prep | Fall 2013
Status: FLEX REG

Cancel registration

Show details
Action: | None L4 Class total: $99.00
Total: $99.00

After logging in or creating a new account, you will be taken to the Registration Results screen. You can still drop a class

from your shopping cart at this point. To complete your registration, click on Proceed to Payment. Payment is due upon

registration. Seats are not reserved.

? ) Registration Disclosure

You must accept the terms & conditions to complete your
registration.

cove

A popup screen for the Registration Disclosure will appear. Please
read the disclosure carefully, as you are required to Accept

its conditions before moving on to payment for your course.
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Payment Options
The following payment options are available:
() Purchase order

() Credit card

Registration confirmation

Below is a confirmation of the classes you are registering for.

BIS B5020 OL1 | Wow What a Great Event | Fall 2013
Status: **Web Registered™

Cancel registration

Show details

Class total: $0.00

Fall 2013 activity

ExtFee:N/C-PersDev-ContEdDeliv: 513000

Total: $130.00

Fayment

Credit casd

o by oy regniraton, yiss wil b b 5 40 T LT LT p—
S e o Bl b 12 v s reoeEd Tyt decele v wind 1 Cancel prus lepaahin Some badh Seve s Chin B Tanie papreel buten

Pt fam 51 4ny §opuR Enct Datare

PrRcessng & you Rave

Becranatly compated e payen, oA

At this point, you need to click through a series
of screens indicating that you wish to go ahead,
pay, and register for your course(s). Once
clicking Yes on the External Payment
Confirmation popup screen, you will be
redirected to CCC’s TouchNet Payment

gateway. You have the option to pay by

MasterCard, Visa and Discover.

If you are not ready to pay at this moment but intend to register for the courses you can save the courses for later. Your seat
will not be reserved but if the sections are still available, you do not have to go through the search process all over again. From
this screen you can select Cancel Registration button. If you are ready to pay, continue with the steps on the next page.

iy Prate -

Search | ruzn A Srarch | Orewn B Fbist

Payment

Sunny Day | & Sign Out

Once back at the Schedule Builder page, select
Save.

This box will appear:

Save Plan

Mame this plan

[July’ Plan ]

Replace an existing plan?

You have the option of naming or not naming
your planned courses before saving.
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For Credit Card Payments

Account Information

Description: 01618180~
Wooten,Dezzie *Indicates required fields
*Card account number:
Payment 130.00
am‘:)unt: = Lreribrrrrrrerer]
Payment Credit or Debit Card [ Consines|
method:

Credit or Debit Card - We accept the
following credit and debit cards.

- B Qi Gy
VIsA  \aw' —d 2= =

The Connecticut Community Colleges accept
MasterCard, Visa and Discover for credit card
payment. On the first screen, enter the credit card
information and click continue to move on to the next

payment screen.

s s> S

Account Information

Description: 01618180~
Wooten, Derrie *Indicates required fields
Payment £130.00 “Card account number: x0o00000x2222
amount: “Name on card:
Dezzie Wooten
Payment Credit or Debit Card “Card expiration date:
method: @[] e 7]
. . *Secunty code: (wha is this?)
Credit or Debit Card - We accept the =
folowing credit and debit cards.
usA | @B i, wen = Cardholder Billing information
T My biling address is intemnational
*Biling addrass:

B1 Woodiand Strant

Billing address line two:

“City:

Hutlerd

*State/Province:

Connestieut (CT) [=
*Postal code:

05105

*Country:

UNTED STATES =

“E-mail: (Receipt will be sent to this address)
physsesEaanggTal con

Amount and Method Payment Information ' Submit Payment 3
-

Submit Payment

Please review the transaction details, then submit your payment.

Description: 01618180-Wooten,Dezzie
Payment amount: $130.00

Payment type: Credit Card

Card ber: 2222

Name on card: Dezzie Wooten

Card expiration date: 0514

Credit card type: Visa

Billing address: 61 Woodland Street

City: Hartford

State/Province: CcT

Postal code: 06105

Country: UNITED STATES

E-mail: phyllisd il.com

By clicking the "Submit Payment” button below, you are accepting the terms and
conditions listed in the Connecticut Ci ity Colls Policy Manual Section 6.5.5

Refunds of Tuition and Fees.

Please enter your payment and billing information for

the credit card you are using here. Required information
is indicated by a *. Please note that the email entered in
the billing information section is where the payment receipt is

sent to, not the email associated with the credit card account.

To submit your transaction details, click the Continue button

at the bottom of your screen.

Further details about Norwalk Community College
cancellation and refund policies can be found at:

http://norwalk.edu/dept/records/refundpolicy.asp

To complete payment, click the Submit Payment button at
the bottom of your screen. You must complete the payment
process to keep your seat in the course or you will not be
registered.

ScdlCll, Registel alu ray 101 NGG non-credit Classes with Flexible Registration



http://norwalk.edu/dept/records/refundpolicy.asp

[ et s wethos 3 puyment ntormation - Submit payment - payment Raceive |

Payment Receipt

(@ Your payment in the amount of $130.00 was successful. A confirmation email

was sent to phylk com. Please print this page for your

records, then dick Continue to complete your task in progress.,

Confirmation number: 20130531000001
Payment date: Friday, May 31, 2013

Description: 01618180-Wooten, Dezzie
Amount paid: $130.00
Paid vo: Connecticut Community Colleges
61 Woodland Street
Hartford, CT 06105
http:/fwww. bor.ct.edu/finance/cepayment/contacts/default.asp
Account number: KHAKEAHNAR 222D
MName on card: Derrie Woolen
Credit card typea: Visa
Authorization code: 154527
Transaction type: Purchase

3:45:43 PM CDT

Card not present for this transaction.

SO-CreditCard Support@commnet.edu 4:45 PM (0 minutes ago) 'S
tome -

Thank you for your payment!
This is an automated message to confirm that your payment has been submitted.

Transaction Type [ 01618180-Wooten,Dezzie |
Payer [ STUDENT_NAME |

Amount --[ $130.00]

Masked Account Number - [ 100000002222 |
Confirmation Number - [ 20130531000001 ]

Please do not reply to this message. For more information, please visit http:/fwww.commnet edu.
Please do not respond to this email. Please call your college directly if you have any questions. A list of college
contacts can be found at hitp:/www.commnet edu/contactus.asp

Please print your confirmation page for your records. A confirmation email will be sent to the email address you entered in the

billing information section. Now you’ve successfully registered for a non-credit class online. Your Final Invoice will display. You

have the option to print it or navigate back to the Home page.

Flexible Registration

Your payment has been successfully processed. You can dose this

Before receiving your Final Invoice, you will get the message
stating that your payment has been processed successfully.

Use the X at the top of your screen to close the window and

see your Final Invoice.

Ciate.

Schedule

Start date

Jul 28, 2013

Claas foes

Other items

Search | surmerz013 | = | for

Final Invoice

o Gaki Lecks

Payment mathod: Cradn card

0, 2013

SPIN M7 252 01 | Kids Books

e 2013

AN 253
Schedubs type: NonCredh

Instructor STAFF

sl claater Days Start tire

Aug 30, 2043 F 0:30 AM

Inveice 00002201

SPIN MFZS2 01 | Kids Books

ExtFan MIC- PrrsDay. ConlEdDul

Summer 2013 activity
Perd Wl Crnddl Casd (Op Fund)

Adynced Search Browse By Sublect pannar SeI-Service

CEU haurs' 0000
Grade mode: Non-Credn

Course level AsCC Mon-Credt

Enad time Campus Building Ream

400 PM Main Stucent Dody (CR & No | Main Camous

$87.00

-3a7 0o [’

That’s all there is to it!

A final invoice is generated when a student has successfully registered for classes and completed the billing process. The final

invoice contains information on the payment method, class schedule, and the total amount invoiced.

*Reminder: If you are a new student and created your student account during your course registration, your NET ID and

password will be emailed to the email address that you entered while creating your account.

Questions??? Call the Records Office at 203-857-7237 during regular business hours with questions about the online

registration process. We’re happy to help.




