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Windows Security

Connecting to my.ssc.edu.
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To access the MySSC Portal you'll
need your username and
password.

Your username is your student
e-mail address.

It should contain the first letter of
your first name, your last name, and
a 3-digit number provided to you
by the college followed by
@student.ssc.edu.

Your password should’ve also been
provided to you by the college. It
contains 8 characters including
both numbers and letters - both
upper and lower case.
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Windows Security

Connecting to my.ssc.edu.

jsmith100@student.ssc.edu
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If you're having frouble logging intfo
your account, make sure you don'’t
have the “Caps Lock™ button on.

If you have any other questions
about your username or password,
call the Office of Admissions at
(708)210-5718.
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e 866 PURTL

My SSC To access the MySSC Portal, go to

Portal - WebAdvisor - Student E-Mail the college’s homepage at ssc.edu
and click on the “My SSC” link.

Admission & Registration
Application - Financial Aid - Payment
Plans - Registration - Scholarships - You can also log in directly at
Transcripts - Tuition Incentives my.ssc.edu.

ami If prompted, enter your username
Aeatioiacs and password then click the “OK"
Academic Calendar - Catalog - Programs button on the screen.

of Study - Class Schedule

Then, select “LOGIN TO MY SSC".
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| Step 1: Logging In

'5SCIRORTAL

— i vy rowow o O Notification
My Week S
= You'll know you've successfully
logged in becasue you'll see your
last and first name displayed on the

Thera ars no appointments for this time periad. Scree n
.

vz | = =

4 June Thursday 19 - Seturday 21 P

Unread Messages ¥ Make sure to enter your log-in info
once more into either "My Week”,
“Unread Messages”, or “My To Do
to use these extra options in the
MySSC Portal.

~  You Have 0 Unread Messages

ED exchange Email Student

My To Do VIi» B

I TODAY Thursday, Juns 19th. 2014 I8

You have no tasks for today.
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=15 SCIRORTAL

. «| 2
Smith, John ~ | 7 When you're all finished accessing

your account, don't forget to log
About Me off by clicking on your name and
selecting “Sign Out".

Newsfeed | OneDri

Sign in as Different User
% K ons Be sure to close the browser when
Sign Out you're finished.
1
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| Step 2: Accessing Your Student E-mail Account

X3S CIRORTAL

Accessing or forwarding your SSC
student e-mail account is really
: important! You wouldn’t want to
= miss out on any info from the
Unread Messages college about grades, due dates,
registration deadlines or any other
college correspondence just
because you didn’t access your
account. So be sure to check your
student e-mail often because you
never know what you might miss.

¥ You Have 0 Unread Messages

n Exchange Email Student
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| Step 2: Accessing Your Student E-mail Account

=15 SCIRORTAL

Unread Messages ‘ v

¥ You Have 0 Unread Messages

n Exchange Email Student

Here's how to access your student
e-mail once you're logged into the
My SSC Portal on campus...

Click the link that says “Exchange
Email Student™.
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Step 2: Accessing Your Student E-mail Account

5 SCIPORTAL

From there, you'll be transferred
to your student e-mail account.

(€ 130 F ey F e | B
| P b e ek e s
[ Sowmn: St If this is the first time you're
Outlook Web App signout | smith, John - accessing e-mail through the My
SSC Portal, when you click
Mail > Inbox O Items W Find Someone Options = @ - “Untitled Messoges" you'" be
4 Favorites New - Delete - Move~ Filter - View- & prompted to re-enter the same
Wl libeg B | Search Entire Maitbox R .Y username Qnd pQSSWOfd YOU
59 Unread Mail _ used to get into your account.
~;j Sertiteme Conversations by Date = Newest on lap
o There are no items to show in this view. Once YOU‘Ve IOgged in, YOU’” be
< taken to your webmail account
= where you can view and send
H Calendar e-mails.
ﬁl Contacts
Z] Tasks

S public Folders
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| Step 2: Accessing Your Student E-mail Account

'5SCIRORTAL

R R S v

L S e T )

l L SR BRI | Erassser ot
Outlook Web App Sonout | smith, John
Mail » Inbox O Items
4 Favorites New - Delete - Move ~ Filter »~ View ~ &
(3 Inb . :
) Inbox B | Search Entire Maifbox L .|y

LB Unread Mail
3 Sentltems

Conversations by Date v Newest an lep

There are no items to show in this view.

3 Calendar
El Contacts
2] Tasks

j Public Folders

W& Find Someone Options ~ o v

You can go directly to your
stfudent e-mail account by
accessing https://stumail.ssc.edu
and entering your username and
password.

You can also forward messages
from your student account to your
personal e-mail address so you
don’t have to worry about
logging into two different
accounts. Just know —it's your
responsibility to forward your
messages.

Page 11 of 42




Slide 12 - Slide 12

| Step 2: Accessing Your Student E-mail Account

'5SCIEORTAL

G‘\;}'IO Lol i s X O] 5l D e mamer amsnmes xu A
e Redirecting your messages
= . to another e-mail account is
Outlook Web App sign oul ‘ FRDHACCUE pretty easy.
Mail > Inbox O Items & W8 Find Someone QOptions = @ - When you’re at
4 Favorites New - Delete - Moy Options https://stumail.ssc.edu, just
) Inbox - , : . CeEAUtSHEtE REBIEE. click “Options” and select
B | Search Entire Mailb P “ "
0 Unread Mai A Create an Inbox Rule”.

Conver

=] Sent Items

There are no item: SR s

= - Select a Theme

> B
3 Calendar N L

>
EJ Contacts . -

2] Tasks

g Public Folders
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| Step 2: Accessing Your Student E-mail Account

435S CIRORTAL

Outlock WebApp

Mail > Cpticns

Account _:/ u

Organize E Mail Inbox Rules AummaticRepies el very Reports

Group:
e On the Inbox Rules tab, choose
Sethngs Tk Ritles i N "
ew .
thane Chonse haw mai 2l b= handled. res will /e 3nn ed in the order shown. Ifyns dantwanta 1
Blucc o Aluw .
Bllene - | = nonk o
On ul=

There =2 noiems o shuwin Lhis view,
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| Step 2: Accessing Your Student E-mail Account

15 SCIRORTAL

/2 New Tnhax Rille - Windnws Tnkernet Faplarer

-7#VlrlthsV:l,js’u.nal,ssc.edu.'e(pikiestdo:r[\lewlnb:xkule.asp>: fpunc—2ifemutnchpttyre—1
New Inbox Rule
*Requirzd fields
Apply this rule...

* When the message arrives, and:

[Apply to all messaqes]

Select cne

Tt was received from...

Tt was sent to...

Ttincludes these words in the subject.
Ttincludes these words in the subject or body...
Itincludes these words in the scnder's address..
My name is in the To or Cc box

[Apply to all messages]

* Select peaple...

J Save | ¥ Cancel

Under “When the message
arrives, and:” choose
“[Apply to all messages]”.
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| Step 2: Accessing Your Student E-mail Account

%35 SCIROR TR

,é New Inbox Rule - Windows Internet Explorer = lDl_X_]
4% https:{jstumail.ssc.edujecp/RulesEditor/NewinboxRule. aspx?puimcic=18ReturnObject Type=1 g

New Inbox Rule
*Required fields
Apply this rule...

* When the message arrives, and:

Select one v
Do the following:

Select one =

Select one

Move the message to folder...
Mark the message with a category...
Redirect the message to...

Delete the message

Send a text message to...

v Save | ¥ Cancel

Under “Do the following:"
select “Redirect the message
1o..."
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| Step 2: Accessing Your Student E-mail Account

15 SCIRORTAL

it M — A pop-up should appear. If
‘4l Clobal accress list Al yOU don'T see a pOp-Up, CIiCk
PR — “*Select people...”
13 e It Lt savin Ui viev,
R Choose or enter your personal
ST e-mail address into the box
85 lontacts nex"’ 1'0

“To->". Then, click “OK".

OK Chneel
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| Step 2: Accessing Your Student E-mail Account

'S SCIRORAL

£ New Inbox Rule - Windows Inteimet Dxplorer

'_‘ htps: fich ezl ss- fonfrepfRUesTIRnrA=aTnhnyRile 2w pum-H=2ARERIr Oh e Tyre= |

New Inbox Rule

*Required fields
Apply this rulc...

*When the message arrives, and:

[Apply to all messages] v

Do the following:

Redirecl the message lo... - 'jchnsmith@gmail.com’

=] More Options...

J save X Cancel

Select “Save” if you'd like
to save your changes and
return to the Inbox Rules
tab.
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T 866 PURTL

Wil Find Someone Options -

Options
Set Automatic Replies...

Create an Inbox Rule...

See All Options...

Select a Theme

' —)"'." 3
R . - A.l!

&4 Lo

>
& . .
a9
- DERO

| Step 2: Accessing Your Student E-mail Account

You should also disable the “junk e-mail”
filter in your account if you're forwarding
your student e-mails.

If you don't, you may miss out on
important e-mails from your instructor or
other people you need to
communicate with at the college.

Click on the “Options” tab in your
student e-mail account.

Then, select “See All Options..."”
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| Step 2: Accessing Your Student E-mail Account

5 SCIPORTAL

Next, select “Block or Allow”.

S| it domn Choose the option “Don’t
My Mail @ - move e-mail to my Junk
= E-mail folder”.
-2
Block or Allow Lastly, click “Save™.

Don't forget to log out when
you're all finished. All you

(® Den't move e-mail to my Junk E-Mail folder kRS hove 1’0 do iS Selec‘l’ “Sign

() Autcmatically filter junk e-mail OU‘I’" Gnd Close The Window_

Safe Senders and Recipients

Junk E-Mail Settings

Don't move e-mail from these senders or domains to my Junk E-Mail folder.

Edit Remove

Enter a sender or domaih here

./ Save
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| Step 3: Registering for Classes Online

'5SCIEORTAL

= Menu

Tnere &% no pictures to display.

7 Folow

i
I.DJ

1) Notihications

WebAdvisor Self-Service Menu

>

>

>

STUDENT FINANCIAL INFO

FINANCIAL AID

STUDENT COMMUNICATION

REGISTRATION

ACADEMIC PLAMNNING

ACADEMIC PROFILE

A

Log info the MySSC Portal. If you
need help logging into your
account, check out the video for
Step 1.

Once you're logged in, go to the
WebAdvisor tab.
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| Step 3: Registering for Classes Online

'5SCIEORTAL

sy Folow O T Noliicaions
— hdenu

WebAdyvisor Self-Service Menu £

Y STUDENT FINANCIAL INFO

> FINANCIAL AID

> STUDENT COMMUNICATION

V¥ REGISTRATION

Search for Sections
Register for Sections. >
Register and Drop Sections

Manage My Waitlist

Choose “REGISTRATION" in the
menu options.

To register for classes, select
“Register for Sections”.

If you'd like to browse classes
offered, select “Search for
Sections”. Just remember, you
can't register from this option.
You'll have to go back to
“Register for Sections” when
you'd like to register.

Page 22 of 42




Slide 23 - Slide 23

| Step 3: Registering for Classes Online

AL

Register for Sections

Please choose which type of registration you would like to use:

Search and register for sections

Use this cption if you would like to Iock for sections, add them te your preferred list of sections and then register for
them.

Register for previously selected sections

Use this aption if you have already placed secticns on your preferred list and would like o now register.

Drop sections
Use this option if you would like to drop a section. {Other choices also allow you to drop a section while you register for
another.)

Manage my vaitlist

Use this option if you would like to register or remove sections that you are currently waitlisted in.

After clicking “Register
for Sections” select
“Search and register
for sections”.
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| Step 3: Registering for Classes Online

%B P 0|R T H I- Then, you'll have to choose the

term you'd like to register for.

Tern Calemesterz0t4 [
haring Colbfe Tiate Vi After that, enter the subject you'd
' . ' ) like to take. So, if you want to take
Subjuut Course Level Course Numbsr  Seution On Art CIGSS - SelecT Art in fhe
o ] B v subject box.
[~ ¥ s il
= = | T You should also list the course
= S number of the class you want to
| take. You can search for more than
2 I ! just one class at a tfime by entering
T . — . e, | more subjects and course numbers.
Mon LI Tue _| Vied L Th LI i L] 9at | Sundey || When you're finished making your
Coursa Tito Kaywords) T selections, just click “SUBMIT".
\ |
1 aration | ; Academic | evel \7 \

Instruclors LastNama |

susmT |
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| Step 3: Registering for Classes Online

A list of classes available that fit the

%B P O‘R T H I. criteria you selected will appear on
the screen. They will be listed as Open,
Closed, Waitlist or Waitlist Closed. You
can choose to enroll in Open sections
or place yourself on a Waitlist.

Select Term Status Section Name and Title  Location Meefing Information
Fall Semester SRS RS On 08/18/2014-12/122014 Laborztory Monday, The'?’ C.IICK 1he bOX neXf 1’0 fhe CIOSS
[ P e Campus  Main Campus Duilding, Room 4331 you d like to take.
IZ Fall Semester G ARt ) On 08/18/2014-12/10/2014 Laborztory Monday, .
2014 4 e Campus Campus Building, Room 4331 YOU ShOU|d pr0b0b|y ane dOWh fhe
semeser o wssnewnamoy s | INTO fOr the course you're interested in
U 201 pen ARTTOTERDEMST campus  Campus Building, Reom 4331 taking so you can quickly find the
Fdl Semesler o 101630 Driid On 09/16i2014-12/11/2014 Labuizlory Tuesday CIGSS JUSf In Ccse YOU become
U ma el A ik Campus  Campus Ruilding, Room 4331 disconneCTed from fhe Websn’e.
Fall 3emester o COM-201-D01 Television On 08/19/2014-12/11/2014 Lecture/Discussion 1
S PO Production| Campus  Main Campus Building. Room L242 (more). When you've selected all of the
T classes you'd like to register for, click
‘ ! “SUBMIT".

Page 25 of 42



Slide 26 - Slide 26

| Step 3: Registering for Classes Online

'5SCIRORTAL

Action Term Section Name and Title Location
( —— Fall Semester On
Register v ART-101-002 Drawing |
, 2014 4 Campus
Fall S COM-201-001 Television On
Register 2014 Production | Campus

Remove from List
Waitlist

Current Registrations

You'll be brought to the next screen
where you have the option to click

the dropdown under “Action” and

select “Regqister”.

You can also choose “Waitlist” if you
need to be placed on a waitlist.
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| Step 3: Registering for Classes Online

5 SCIPORTAL

The following request(s) have been processed:

After you make your selection,
click submit and voila! You're now
reqistered for classes at South

Pass/ Fail/ Section Name and SUburbcn CO"ege'

Term Status N 3 Location Meeting Infc
Audit Title

Fall Semester Registered for this ART-101-002 On 08/18/2014- If YOU re nOf suré thf Clcsses TO
2014 section Drawing | Campus Building, Rot Toke' SeT Up an OppOInTmenT Wlfh
your counselor.

Here are all of the sections for which you are currently registered:

If you'd like to view and print your

i i . _ ' class schedule, take a peek at the
Term At - Location Meeting Information VldeO for Sfep 7.
Fall Semester On 08/18/2014-12/10/2014 Labora
ART-101-002 Drawing |
2014 Campus 4331
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| Step 4: Checking Your Financial Aid

2 866 PRI

WebAdyvisor Self-Service Menu

7> STUDENT FINANCIAL INFO

Vv FINANCIAL AID

Financial aid status by year
Financial aid status by term
Financial aid award letter

> STUDENT COMMUNICATION

Log into the MySSC Portal. If
you need help logging in,
check out the video for Step 1.

To take a peek at your financial
aid award letter, select
“FINANCIAL AID"”, then choose
the “Financial aid award letter”
tab.

Choose the year for the
Financial Aid Letter you'd like to
access and click “SUBMIT".

The award letter that was sent
to your SSC e-mail account will
appear.
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Step 4: Checking Your Financial Aid

-1 5SCIRORTAL

To view your financial aid
status, select “Financial aid
status by year” or “Financial
WebAdvisor Self-Service Menu x aid status by term”.

» STUDENT FINANCIAL INFO

Select the award period you'd

like o look at and click

- e Your financial aid award
Financial aid stalus by fem information will appear.

Financial aid award letter
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| Step 4: Checking Your Financial Aid

-1 5SCIRORTAL

WebAdvisor Self-Service Menu 52
Pay In Full By Credit Card
Account Summary by Term >

Create A Payment Plan

If you want to know whether or not
your Financial Aid has been
processed, check the "Account
Summary by Term” tab under
“STUDENT FINANCIAL INFO™.

You can also check your student
e-mail account if you'd like to
know if SSC received your Financial
Aid application. For more info
about how to access your student
e-mall, see Sltep 2.

If you have questions about the
status of your Financial Aid, go to
the Financial Aid Office on the
main campus.
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= Menu

WebAdvisor Self-Service Menu i

v STUDENT FINANGIAL INFO

Pay In Full By Cradit Card
Account Sunary by Tem >
Create A Payment Plan

> FINANGIAL AID
>  STUDENT COMMUNICATION
> REGISTRATION

? ACADEMIC PLANNING

~

| Step 5: Viewing Your Account Summary by Term

-1 5SCIRORTAL

Y -ouow o Natifications

It's easy to check out an
up-to-date financial record of what
you've spent and how much more
financial aid or funding you have
left in your account.

Simply select “STUDENT FINANCIAL
INFO" in WebAdyvisor.

Then, click “Account Summary by
fem®.
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| Step 5: Viewing Your Account Summary by Term

@ %B P U‘R T H I. Here's a break-down of what each tab

actually means:

Total Charges is the total tuition and
fees for the term submitted.

payments you've made for that term.

Financial  Financial

My Accour: Summary £y Term X

Tem R e A oy, Refunds  Balance Financial Aid Payments is the amount
Fayments Remaining of financial aid that has been applied
2014FA $44325  $000 S0 0N £000 £ 00 00 s00n $000 $44825 toward your account.
2014510 $1.15000 3000 snon £000 N a0 3000 s000 £000 §1,150 0D X y
TCTAL €1.59825 30.00 $0.00 £0.00 §0.00 30.00 50.00 §C.00 $1,696.25 sponsor Paxmenrs 1S fhe ClmounT belng
paid by a third party like an employer,
oK scholarship, government agency, etc.
Account Summary | Pay on My Account | ieg\ste‘k‘;r"glass&s ,a:ddl;lasses | My Schedule
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| Step 5: Viewing Your Account Summary by Term

@ % P 0|R T H I. Payment Plans - This column isn’t used.

Total Payments is the total amount of
all Student Payments, Financial Aid
i Al Payments, and Sponsor Payments.

paid back to you when total payments

are more than total charges.

Financial  Financial

Total Student Sponsor Payment Total

Term Charges Payments ad Ald Payments Plans Payments Refunds' Balence =

Fayments: Reraining And the Balance is the amount you
J014FA $44325 3000 snon £0 00 s oo so00 $0N0 544875 owe to SSC after all p(]ymenfs have
XnieS) $115000 $300 soon g0 snod soo0 saon gom sidsam been applied to your account.
TCTAL $159825 $0.00 $0.00 £000 $000 30.00 5000 §000 5159625 - . < e 2

If you'd like to print a copy of this info in
ok your account, press the “Ctrl” and “P”

Account Summary | Fay on My Account | *eg\st-:-'!or'-qlasses Add Classes | My Schedule keys On YOUI' keYbOGrd.
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| Step 6: Paying Through the MySSC Portal

%255 CIRORTAL

Once you're enrolled in classes, there
are a few ways to pay for your courses
online.

WebAdvisor Self-Service Menu ¥

To pay for your classes by credit card,
- ' WebAadyvisor. Then, click “Pay In Full By
PaylnFul!ByCIedwcard > Cred” CCII’d".

Account Summary by Term

Create A Payment Plan
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| Step 6: Paying Through the MySSC Portal

1SS CIRORTAL

WebAdvisor Self-Service Menu >

Vv STUDENT FINANCIAL INFO

Pay In Full By Credit Card
Account Summary by Term

Create A Payment Plan >

To create a deferred payment plan
through FACTS, or to pay in full by bank
transfer, select “Create A Payment
Plan” under “STUDENT FINANCIAL INFO”
in WebAdvisor.
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| Step 6: Paying Through the MySSC Portal

Then, fill out the form that appears. Your User
P U‘R T n I. ID is the 7-digit Colleague ID number that

appears on your student ID card. If you

don't have a student ID card, you can get

one at the Office of Student Life and
Leadership.

P Your Password is your 6-digit birthday. Don’t
1234567 forget to include slashes between the

numbers!
Password
- sesesceses N After that, select the term you'll be paying
Fall 2014 for. It has to be the cumrent semester you just
enrolled in.

= Lastly, click “Calculate tuition”.
Calculate twition |

A screen will pop up with your total charges.
From here, you have the option to click on
the “eCashier” icon and follow the
on-screen instructions to finish your payment
plan agreement.
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| Step 7: Viewing and Printing Your Class Schedule

435S CIRORTAL

—
= Menu

> ACADEMIC PLANNING

If you want to view and print your class
schedule, all you have to do is select
Grades “*ACADEMIC PROFILE" in WebAdvisor.

S e From there, click “My class schedule”.
Unofficial Transcript
Program Evaluation

Test Summary
Application for graduation

My educational plan

My class schedule. >

My profile
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SaEcu 2

1445541 Student Test

Term

Fall Senester 2011

Total Regletenss Cradite 3.00

Couree Name L G G Psse Start
and Tifle A o . _ ® Aud Date

ART-101-0C2 = 08¢18:2014-12112,2011 Leberstory Monday, YWednesdsy 12:00P0 - 021590

S 3018/
Zraming " Main Campus Buiding Raom 4331 20 padl

13

| Step 7: Viewing and Printing Your Class Schedule

%15 S CIRORfTAL

Then, choose the appropriate semester
in the “Term” and click “SUBMIT".

If you'd like to print a copy of your
schedule, press “Ctrl” and “P"” on your
keyboard.

When you're finished, click your name
and select “Sign Out™. It's really
important to remember to logout so the
next person who uses the computer
doesn’'t have access to your account.

Have a great semester!
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