How to Use the My SSC Portal

Step One - Logging In
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To go to the SSC Website, type http://www.ssc.edu in
your browser. Select “My SSC” from the top of the
column on the left.

Select “LOG IN TO MY SSC”. My SSC

S /_\.l G | OGIN TO MY SSC «
ol = |
| . | —— NOTE: If you are having troubl
— |L_ | .J logging into My SSC, please
V' . N v make sure you are adding

student), in front of your user
name and you are not using the "Caps Lock” key to create upper case
|etters in your password.

If you are logging in from a computer off-campus, you will see
this dialog box. Leave Security at default setting: “This is a public
or shared computer.” Type your [student email address] and your
[password] into this dialog box. Your email address IS your domain
username. (Your student email address is your My SSC user name
followed by “@student.ssc.edu”.)

EXAMPLE: tmaken100@student.ssc.edu.

My Settings
% Update your user nformation,

regional settings, and alerts.

Signin as Different User
Login with a different account.

If you are logging in from a computer on-campus, select
“Sign in as Different User” under “Welcome Student”.

Sign Out
Logout of this site.

Connect to my.ssc.edu
%\%

Connecting to my.ssc.edu.

Type your [student email address] and your [password] into this
dialog box. Click Log On.

If you are having trouble logging into My SSC, please make sure you ernane: | @ sutertueranessieds ¥|

Password: B |

are not using the “Caps Lock” key to create upper case letters in ey pacs
your password.

) [ ]

You are logged in correctly once your username appears
next to the Welcome message at the top.
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Step Two - Accessing Your Student E-mail Account

Accessing or forwarding your SSC Student eMail account is vital to receive official correspondence
from SSC regarding grades, bills, due dates, confirmations, financial aid updates, registration

deadlines, wait list, etc.

You are required to access your SSC Student eMail frequently in order to receive College-related
communications. Remember accessing or forwarding this account is your responsibility.

B Once logged in, you have to set up your student email.

Select “Enter your credentials”.

B Enter your password. This is the same pass-
word you entered to log onto My SSC Portal.

Leave the box checked for “Sign in automatically”.

Click OK. The Outlook Live page will now

launch.

2'5SC PORTAL

South Suburban College Portal > Student

Student eMail
ucent el Important

Please refer to our current
courses. If further assistar
contact the counseling dej

Accessing or forwarding this account will be vital in order to Click

B Enter your My SSC user name (do not type student\ here) followed by “@student.ssc.
edu”. Then enter your password. This is the same password you entered to log onto My SSC
Portal. Once the assigned password is entered, it's important to uncheck the “Remember me”
box as a security measure. Once that is done, click “Sign in.”

EXAMPLE: tmaken100@student.ssc.edu.

Leave the box unchecked for “Sign in automatically”. Click “Sign In.”

Outlook Live

Welcome

Hotmail
The smart way to do email - fast, easy and reliable

Messenger
Stay in touch with the most important people in your life

Skydrive
Free, password-protected online storage

Hi

sign in

‘Windows Live ID:

[ user_name@student.ssc.edu ]

Password:

[senens |

Forgot your password?

[ remember me

I:‘ Remember my password

Mot your computer?
Get a single use code to sign in with
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B After clicking "OK”, you will be * ¢ o . B s T
@ 355$§ttﬁzncmlege Val- Offce- Phatos Moree | NS~ demz@smaem.ssieﬂ -
taken to your e-mail inbox. _—_—ﬁm

B After clicking “Sign in”, you may be taken to the OutlookWebApp dialog box. Here you are to

set the language used and your local time zone. SSC is in the “Central Time (US & Canada)”.
Click "OK”.

MT-04:00)

Choose the language you want to use.

Language; | Engish (United States) ~

(UTC-04:00) Asuncon

Time zone:

[teMm) Morrovia, Reykavik v

(GMT) Monrovia, Reykiavik v

Connected to Microsoft Exchange:
© 2009 Mirosof Corporation. Al ights reserved, Connected to Microsoft Exchange
o

© 2009 Migosoh Co

oni V18] ] x| [maosor ostosk e

If you would like to automatically redirect all messages to another account:

* From inside of Outlook.com, click “Options” from the menu bar, then click “Organize E-Mail”,
and then click “Inbox Rules”.

* On the Inbox Rules tab, click “New”.
* Under When the message arrives, select “Apply to all messages”.
* Under “Do the following”, select “Redirect the message to”.

« Select the address you want your mail sent to by double-clicking on it in the address book
view. If the address you want to redirect to doesn’t appear, you can enter the e-mail address
in the “To” field.

* Click OK to save your selections and return to the new rule window.

* Click Save to save your rule and return to the Inbox Rules tab.

If forwarding your SSC student email, it is highly recommended that you disable the “junk
email” filter in your Outlook Live account. Failure to do so may cause important messages
from your instructors, etc. not to be processed and forwarded as desired.

Here's how to disable the junk e-mail filter: lSE S

Sign out

. o

Expand All | Meweston Top

* Click on Options on the upper right beneath your name.
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* Click on “Block or Allow” on the left side of the page.
Qutlook'Web App
Bata

Account
Organize E-Mall
Groups
Settings
Phone

Block or Allow

* Select the option “Don’t move mail to my Junk E-mail folder”.

s

Block or Allow

Junk E-Mail Settings
(® Don'tmove mailto my Junk E-Mail folder
(O Automaticaly fiterjunk e-mail

Safe Sendersand Recipients
Don't move e-mailfromthese sendersand domains to my Junk E-Mal folder

* Click “Save” in the bottom right corner of the page.

B [t's very important to remember to logout when you’re done. To dO  [[wmwmm =
this, choose “Sign out” in the top right corner. You should then e e R e i D
be redirected to the SSC main website, however if you receive this it i e
error, click “Yes” to be redirected. r— [MI]
P St e
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Step Three - Registering for Classes Online

B After logging in to My SCC (if you are not logged in “VWeohdisor | My Team Sies | Wy Bookmarks
already), scroll down to WebAdvisor and select menu op- © Wain ens

(*) Registration

tion under Registration.

Search for Sections

Register for Sections

To register for classes, select “Register For Sections”. Register and Drop Secions

Manage My Waitlist

To only search or browse the sections offered, select
“Search For Sections”. You cannot register from Search for
Sections.

Register for Sections X

B After selecting Register For Sections, select
“Search and Register For Sections” from the next menu. ecibterfoSaions

section. (Other » )

(3]
B Select the term you are registering for. [ SsarchRegisterfor Sections X |
. )

Enter the Subject (A) you are looking for

classes in and the Course Number (B) of

the class that you want to take. You may

search for more than one class by entering starting Oniafer Date [ [seorehRegete fo secion] | |

addltlonal Classes Subject‘A Course Level B > Course Number Section

Select SUBMIT Lengien 2 | ST —

' [ v | a1 ]

[ “ | v | | \ |
[ “ | v | | \ |
[ v | v | | \ |

Sections Meeting After Sections Ending Before

Mon [] Tue [] Wed [] Thu [] Fi [J] Sat [] Sunday []

Course Title Keyword(s) | |

Location Academic Level
Instructor's LastName | |

=
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O Fellsemester o ENG-101-022 Composition & on 08124/2010-1214/12010 LectureDiscussion Tuesday 06:30PH - 09:15PM, Wain Cam|
2010 o Rhetoric Campus  Building, Room 2139
. . . O FelSemsster o ENG-101-023 Composition & on 08124/2010-1214/12010 LectureDiscussion Tuesday 07-00PH - 09:45PM, Wain Cam|
B A list of class sections available =
i O Fellsemester o ENG-101-024 Composition & on 08126/2010-12116/2010 LectureDiscussion Thursday 07:00PH - 08:45P 1, Main Ca
for the COU rse WI | | appear On 2010 Rhetoric Campus  Building, Room 3127
O FellSemester . ENG-101-025 Composition & on 08128/2010-1218/2010 LectureDiscussion Saturday 09:00AH - 11:45AH, Main Carn|
Th . I I b | . t d O 2010 Rhetoric Campus  Building, Room 3127
screen. ey Wi € listed as p en ’ O FalSemester (o ENG-101-026 Composition & on 08123/2010-12/1512010 LectureDiscussion Monday, Wednesday 05:30PH - 05.45P I
Lo . 2010 Rhetoric Campus  Campus Building, Raom 3129
C | ose d f Wa | t | | St or Wa | t | | St C | ose d . o FellSemester  Waist ENG-101-027 Composition & on 08123/2010-12/1712010 LectureDiscussion Monday, Wednesday, Friday 03:00AH -
2010 Closed Rhetoric Campus  Main Campus Bullding, Room 3129
all Semester -101-028 Somposition n - ectureiiscussion Tuesday, Thursday M- .
O FelSemester g ENG-101-028 tion & o 08124/2010-1216/2010 LectureiD Tuesday, Thursday 12:30PM - 01:45P.
2010 Rhetoric Campus  Campus Building, Room 3137
| ace yourse If on t h e wa I t I | St fo r O FelSemester (. ENG-101-029 Gomposition & on 08/2412010-12116/2010 Leclure/Discussion Tuesday, Thursday 09:30AM - 10:45AM
p y 2010 Rhetoric Campus  Campus Building, Room 3137

Waitlist classes.

O s omms  ENCUTOmGHmemmi | o 6242010 10200 taemsmenon s |
2010 . Rhetoric. Campus  Campus Building, Room 3137
O s omg | ENGTTOmGIms | 01 GH24Z01eatis LemwDmmenn s
i B s S soing o 57
o P RS p——r—
e R Corous_ Butang Roamsrsy
B Click in the box to the left of the section you would Falsemeser o ENCTOTONMGompostons | 01 0928010 anauie Locusscssin ednsd
e R Coous Stepo o Roomerso e
) : prp— ST — szt Tanaz T orine D b o
like to register for.
prp— e — T
O 2010 Open Rhetoric. online Announced

You may wa nt to write down the section infor- e T - e e

mation (for example ENG-101-031) on i
atio or example on a piece e e

of paper so that you can quickly find the class
again if you become disconnected.

When you have selected all of the classes you would like to register for, click SUBMIT.

B When you are brought to the (T
next screen, click the dropdown et e st b S e 2 et
underneath Action and select
“RG Register.” Acton for AL Pret. ectons o enaose b
(Select “Waitlist” if you need to be FraedSedon
placed on the waitlist.) SocknbamomiTite  Locaton Mostng fomaton

Click SUBMIT >

Current Registrations

Fall Semester  ENG-101-031 Composition &  On 08/25/2010-1215/2010 Lecture/Discussion Wednesday 07:00PM - 08:00PH|
2010 Rhetoric Campus  College Center, Room 5130 (more)

CongratUIationS! You a re nOW Drop Term Pass/Audit Section Name and Title Location Meeting Information Faculty Credits CEUs
registered at South Suburban o

College. To view and print your

class schedule, see Step Seven on

page 9. msge Wats U i
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Step Four - Checking Your Finanical Aid

B Scroll down to the Web Advisor and select [ WebAdvisor |_y Team Sites | My Bookmarks
“Financial Aid”. =

(&) Usar Account

SwdentFinancial Info

Financial Aid

*) StudentCommunication

{+} Registration

+) Academic Manning

B To view your financial aid award letter, select “Financial aid T
award letter” and click OK. “

) MainMenu

(+) Financial Aid

Financial aid status by year

Financial aid status by term

Financial aid award letter

B Choose the year for Financial Aid Letter and click SUBMIT.

p ~
| Financial aid award letter X |

Your award letter that was sent to your SSC mailbox will
appear. * = Required
Year for Financial Aid Letter™

B To view your financial aid status, select “Financial aid SRS by Toam ks [y Boctmares
status by year” or “Financial aid status by term”. i

) MainMenu

(+) Financial Aid

Financial aid status by year

Financial aid status by term

Financial aid award letter

. SeleCt the award perlOd yOU WISh tO reVIeW and CIICk SUBMIT. Financial aid status by year /F\nanma\aldslalusbylerm x|

Your financial aid award information will appear. = Required

Select the Award Period you wish to review™
rerrcr ey —

SUBMIT 2010FA 2010 Fall
2011SF 2011 Spring
201150 Summer 2011

Still Have Questions?

If you have questions whether or not we have received your Finanical Aid application:
Check your SSC e-mail.

If you want to know if your Financial Aid has been processed:
Check your “Account Summary” through the SSC Portal.

If you have not received an e-mail, or are not seeing anything on your SSC Portal:
Go to Financial Aid because there could possibly be a problem with your aid.
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Step Five - Viewing Your Account Summary

Another way to view your financial aid status is through the Account Summary.

B Scroll down to the Web Advisor and select

B Select “Account Summary.”

“Student Financial Info”.

@ Usar Account
# ) SwdentFinancial Info

WebAdvisor | My Team Sies | My Bookmarks

+) Financial Ald
+! Student Communication

{+) Registration

+) Academic Planning

Create A Payment Plan
# Account Summary

( WebAdvisor \| My Team Sites | My Bookmarks

]

&) Main Menu

E. Financial Information

&) Pay In Full By Credit Card

Account Summary by Term

View My 1098-T Forms

B This is an up-to-date financial record of what has been spent and how much more you have in

your account.

To check how much money is remaining in your student account look at your account summary.

|/ Account Summary % \|

Financial Aid Remaining amounts are dependent on conditions o

Balance Forward

Current Charges

Total Charges

Student Payments

Financial Aid Payments

Financial Aid Remaining

Sponsor Payments

Payment Plans (Deferred Amounts)
Total Payments & Deferred Amounts
Refunds

Total Amount Currently Due

Amount Not Currently Due

0.00
2,030.77
2,030.77

0.00
2,030.77
1,134.23

0.00

0.00
3,165.00

0.00

113423

0.0

The Current Charges is the amount of the pur-
chases you have made recently.

The Total Charges is the amount of the purchas-
es you have made since the award.

The Financial Aid Payments is the amount of the
purchases that has been paid by this account.

The Financial Aid Remaining is the amount you
have left to purchase books, supplies, clothing
and

bookbags.

The Sponsor Payments is the amount you have
awarded through scholarships, grants, etc.

The Payment Plan (Deferred Amounts) is the
amount you have paid toward the balance.

The Total Payments & Deferred Amounts is the
total amount of Financial Aid Payments + Finan-
cial Aid Remaining.

The Refunds is the amount you have coming
back to you from dropped classes.

The Total Amount Currently Due is any amount
of funds remaining in your account.

If you would like to print a copy of this information, press CTRL + ”P” on your keyboard.
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Step Six - Pay Through the My SSC Portal

V1.5

. TO pay fOI’ yOUF C|aSSGS by Credlt ca I’d, (“WebAdvisor \| My Team Sites | My Bookmarks

select “Pay In Full By Credit Card” from

the Web Advisor.

& main Menu

E. Financial Information

& Pay In Full By Credit Card

To create a deferred payment plan

Create A Payment Plan

through FACTS, or pay in full by bank Account Summary

Account Summary by Term

transfer select:

Wiew My 1098-T Forms

“Create A Payment Plan”.

B Fill out the form that appears. Your User ID is the
seven digit Colleague ID number that appears on your
student ID (#1234567).

Next, fill in the Password prompt with your birthday.
Don'’t forget to include the slashes between the numbers.
(01/02/10).

Select the term you will be paying for. The term must
be current term. Click on “Calculate Tuition”.

ser 10 [N
VWYY
| Fall 2010 v|

[ Calculate tuition ]

B The screen below will pop up with student’s total charges. Click on “eCashier” icon at the bottom
of the screen and follow on-screen instructions to complete payment plan agreement.

W [ESHE%uthguburhan:n\lage\My. [@Hnme'iludanl Ige x] ‘

LYl 26 SEaTE | Fev T Setngs ~ | LIMal ~ W@ My Vahoo! ~ | Egfmswers + Gf Games ~ I Ant-opy~ . Hews = L Travel = T

% - B - & - [hrage - GEToos

Student ID: 1234567

Student First Name: Todd

Student Last Name: Maken

Student Email: tmaken@sse.edu
Term: 2010FA

Tuition amount to be budgeted: $0.00

To arrange for payments with FACTS Management's e-Cashier program please select the following e-Cashier link.

( e(ashit;r '

e-Cashier / WEB Advisor link

The following information will be submitted to e-Cashier:

S
(@;
N
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Step Seven - View and Print Your Class Schedule

. Se|eCt “Academlc PrOfI|eS” from the Web AdVISOF WebAdvisor | My Team Sites | My Bookmarks

&)

O User Account

) Swdent Financial Infa

} Financial Aid

O Student Communication

)

7 Registration

) Academic Planning

| )

' Academic Profile

!

|+

J Personal Profile

[y

D StafffFaculty Communication

3% Exenpleu Infrrmspinng

B Select “My Class Schedule”. e

@ Academic Profile

Grades

Grade Point Average by Term

5t Status

Enraliment ver

tion request

Ensoliment varification request status

My educational plan
My dlass schedule
l Wy profile

M Select your schedule’s term. Click “SUBMIT”.

burban College Portal = Student

(] r My class schedule X J

Account

ent Financial Info

Term F3II Semester 2010 v:

clal Aid
ent Communication SUBMIT
tration
B If you would like to print a copy of this (=
information, press CTRL + ”P” on your
keyboard. PR

P S e a—

B When you're finished, choose “Sign Out” in the top right
corner. It’s very important to remember to logout so the
next person who uses this computer doesn’t have access to
your account.

My Settings
& Update your user information,
regional settings, and alerts,

Sign in as Different User
Login with a different account.

Sign Out
Logout of this site.

o,
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