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Registering a student that Is
INn NAE screen

Co
ONTINGING EDUCATO™

Step #1 NAE Enters StUdent intO Arccezs tothiz Student iz not allowed.
Colleague

» Check Demographic information for all required fields

* Error Message “_ Access to Student Not Required Fields on NAE
Allowed” means that this student is probably a credit Name (Last & First)

student and needs to have an APPN for CE set-up.
*Address

» Follow Step #2 - #4 on Registering a New CE ] ]
City /State  Zip code County

Student
*Resident County Resident State
o *Phone Number Phone Type
Step #2 APPN  Application to take classes , _
SSH# Date of Birth Ethnic/ Gender
Step #3 RGN Registers student in class
Step #4 CREN  Cash Receipt Payment (Mott College is a Public Institution and Governmen  t

reporting requires that we have this information,

without it; Mott College could loose their funding )
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€D, CE ) Registering a NEW CE Student

C
ONTINGING =SUCATON

Required Fields for APPN

Step #2 APPN

¢ Start Term Vi
» Catalog (self populates)

» Academic Program (NOCR)
» Location (CE)

» Department (Defaults 41100)

jGuickAccessAF’F‘N v Blao L& H48 X & '[? B @

APPM-Applications

» Degree (Defaults OTHER) Start Term | 2007/2 Fall 2006 Appl Dt | 09701 /06 [
. . . . Catalog e 02 Intend Load v
* Majors (Continuing Education ) e FA rtert [0
. L . &cad Level | Mon-Credit Res Stat (1 InDis
* Admit Status (CED Contlnumg Educatlon) Location | CE Continuing E ducation E] Student Type | CE
(REETEU V= 41100 Community Education Bal/Pay Mow E] M
* Ed Goals ( PENR) Degree | Other Fatirg E]
« FAIntent (NO) CCDs . _ : Infl to Apply v|=
GE Continuing E ducation = Prozpect Stat w
* Res Stat (Enter: 1 = In-District Minars = ok =0
Specs = Frionty v
2 = Out-of-District &nit Cmpl Dt | 09409 [ Addnl Info | ]
Admit Stat | CED  Continuing Education Comments @ =
3 = Out-of- State ) EdGoalz/Dt (1) PEMR Personal En -~ v 09/01/06 [[ES Comm Mamt | ]
» Student Type (CE) PSR 145 hcve to Studert 0/24/05 [EE N 02:24PH Decision (AL

. . Cancel Dt [@] Reason Inzt Attended Instead
» Application Status ( AD)

* Finish & Update
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Required Fields for RGN
Quick Access | RGN ~| Edce B dia > & T MmE @

* On first screen choose NOCR-NP RGN Fragistation | FSH P saistration

Step #3

° Finish d a using REG.CONTROLS, View: REG. CONTEOLS

[l Seq: Becord ID Description

* Enter Student (' Shift- @ will bring up last student) O PN r—————e o —— s
(| Z: LPRCRED4 Lapeer Credit Primber-04

- D 3 GCUIDCWP Guidance Access CWUP

« Enter Section Number (e.g. NOCR-11301-02) E1| 4 marmms  mecn sepewesmens conmer

(Ll 5: ADW.cCoOuUz Advisement Printer #2
. (| &: ADW._COU Adwvisement Printer #1

. Change Pay fleld to YeS Ll 7: TREG Telephone Registration Co

(| S: REG Pegistration Credic
. . 2: HNOCR-NP Mon—Credit No Primtouts

() F'n'sh d a (| 10: REGE Pegistrar Window #2
|| 11: REGS Degistrar Window &3
Ll 1z: REGa PBegistrar Windoo #£4

» Choose Method of Pay = EoFoEES (ton 0

: egistrar Windou

(Ll 15: REG? Pegiscrar Window #7

° FInISh d a 1 15: REGS Pegistrar Windeow #S s
e e - (] [

Quick Access | RGN ~ | Bco B @ = & 9 @m @
Quick Access|REN v| B B diad X 7§ @ @ RGH-Fegistration | METHOD OF PaY ENTRY

RGN-Registration
1D O

NOCR-NP
Flirk

Date | 10/24/06 Term | 200742 Pass Start 0. Cazh/Check./Credit Card
Section Mame and Title Aud Creds CEUs Stat Date Tem 1..Mott Ermployes or Qualifying D ependant
NOCR-GPC3-05 RO Expanded Function [T v 0.0 & | [1z/0z/06 @ [20072 2 Gitd
12/02/0612416/06 MMB 2027  LEC 5 08:00&M 06:00PM 3. .Ford
] v ~F @ 4. Delphi
_ 5 Durakon
@ Y b E] E..Perzonal Care
- 7. .HCFA
E] bs Y, E] @ 8. Other Sponsor

Term Summary Level Load Creds CEUs Status Method of Fapment for RS a
son7sz IF| Fal 2006 N 0.00 000 Registered .
E] Frinit bdap

L

Gohed [ ] waitist | [IF) Other Infa [ i) Biing 2 ] Pap v



e Registering and Taking payment
For a NEW CE Student
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Step #4

Required Fields for CREN
e Batch # ( leave Blank)
* AR Account Holder (Enter Student)
* AR Type (STDRN st)
e Term
* Amount
» Pay Method
» Control Number (Last 4 digits of Card or Check #'s)
* Exp Date (Credit Card Expires date)
» Confirmation Number (from Bank Credit Card Machine)
» Print Receipt (Yes)

Quick Access | ARAI ~| Blco H O X & 7 @ @

ARAI-AF Account Inguiny

Term: Fall 2006

AR ent Receivables Non-Crd 0
TO CheCk a StUdentS accou nt Pending Fa Mo [IF] Past Due 0.00 AdiBal 0.00
Restrs =) Late Charge 0.00 Prat Plan 0.00
D ate Type Trans Ma Operatar Location Arnount Balance
Drescription Due Date Item B alance
. 10/24/08 IF] [N 001290219 HNCOOK 450.00 0.00
o ARAI ACCOU ntl nq ul ry Fegistration - MOCR-SPC13-05
10417206 @ RCPT 000342610 NCOOK CE 450.00- 450.00-
FPayments Aeceived
)
L) sl
=)
&) Ll



