Psc Non-credit registration & payment
Poll State College directions for Polk State College

> STEP 1

Go to www.polk.edu. = -2 - BB o St
-8 - Paee Seetys Toobe e
» STEP 2

Click the Register Now button, —— g

REGISTER Now

P e

@

for summer classes

» STEP 3
If this is your first time taking a class, scroll - > =
down and click the link Non-credit Student seewe ™" B S

Home. This is located on the very bottom of
the left side of the screen, under the Public
Access heading.

- (No Password Required) (Password Required)
If this is not your first time taking a class, it | I8
skip this step and move on to STEP 4. (=) o

Q Search for Open Courses

Admissions (Password Required)
Course Descriptions ~ Logon ID: i o s SN D
Course Schedules Password:

Academic Calendar [Logon] Help
Dore & Local et Q- o -

i start CBE O [Goaskimmrgimin. [ rsubntcries

> STEP 4 QO+ B - cam: ' EEL e
Click on the Complete Application or e e A B e B W o
Complete Application no SSN link. R ' e e e
‘Student Logon Directions.

NOTE: If you choose the ‘no SSN' link, the college F——

. . . Student Logon ¥ you haveaﬂendeﬂu aDnhed to the college previously and know your student id and password,
will not be responsible for tracking your records; you oo
will be responsible for recording and remembering o 1ospast i Ok Nt s v ok bt
your random-generated student ID that will result s e e
from thlS type Of appllcatlon entry Only Student Complete Application r(.vounavsung(vre;(.::\i;\:blen“?rapphmme college before, then cick here to complete the
records with the Social Security number can be SOOI e sty VAo T AR S S

gene atedlu ou LhE\:uIlegE will not be responsible for trackins gﬁ‘egeneratedru’nber

tracked Corntact College For further assistance inthe

NOTE: If you have already taken a class

before or have already completed an application,
click the Student Login link. Enter your Student ID and PIN. Student ID can be your Social Securlty #
(if you provided it), or the random generated Student ID that our system assigned to you if you did
not provide your Social Security number. The default PIN is your birth month and year (MMYY).
Example: If you were born in January 1975, your default PIN is 0175. (It is highly recommended
you change this default number after you log in; click on Home then Profile link at the top of the

page.)

4 stant £ B E G | T oeukespayngmin.



http://www.polk.edu/
https://passport.polk.edu/Genesis/navigate/student.jsp
https://passport.polk.edu/Genesis/student/noncredit/studentlogondirections.jsp
https://passport.polk.edu/Genesis/student/noncredit/studentlogondirections.jsp
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2 PSC - o Cradit Application - Windows Internet Explorer

> STEPS5 G0+ Bun . e — =]

Fe Ed Vew Fowries Tods beb x & -

Enter your information. Fields with a * are LR AU o SR T e o

i Favortes | g @) s dragooconskants € Trethutiond Effectivenass ) Pob State Colegs Facuby a... @ Corparate Colegn £ Wekona to Carparate Cole,.. 9 Suggested Skes

required. Scroll down as needed to complete &= o BB et s e -
all fields on both sides of the screen.

NOTE: The only difference between the two types — SRR
of non-credit applications is that the Social Security \ MM;;uﬁmwm;wmmmm

. . . . .  Fields with "™
Number is a required piece of information when ot Gandr R Eomy 3 Coury are oponal.
you choose the “Complete Application” link. The oSy — oo
“ H H ” H Eker wllbot 7 Le: HEONEDTRN *City Fort Lauderdale
Complete Application no SSN” does not require w;;'; E zmco

*State | Fioida v

the Social Security Number. All other required phn ey e — —5

“Last Name HomePhone[  [aianianl

information is the same. st g Work Phone

o f Bi % §
Date of Birth & mmisdiyyyy Cell Phone (123) 1231234

Bondor \isunaneaes &
83 Local ranes i R -
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2 PSC - Mon Credit Application - Windaws Internet Explarer

[T “TA~ x| @
ORI ISubmit Application]sTiiis] ki R — S A e o

ol e— B-B8 P Sety e Todk e e

submit your application. 3 g 3
[Ethaicity | Exminc Origin Mot Reponed By Student ¥ Visa Type -
Couniry of | Unted States v |Visalssue Date &
. . . . S Visa Expiration &
Date

NOTE: If any information is not in a format Sinon nfomation
acceptable by the application form, an error
message will appear. Correct the error(s) and st

*Password

resubmit the form. Reset Ao

Flepeat Password Above.

[ ————. o e - R -

internet Explorer

> STEP 6 G 05 ockeeds SRl % 8 735
Mo B Vew Fovries Tods teb x &

Google Y sewh - - e @swer B- ) odeoks - check - 38 Tromlte - P & Gan-

The “Welcome Non-Credit Student” screen e = 5 T T
P » Continuing and Cammurity Education h-8 - Pagee Sofetye Tocke e T
appears. —

-7 Registration Tool

Click the Register button. PASSPORT [  aogpcia
Continue to STEP 7. | wym )

%G Continuing Education programs allow students to improve skils for work or personal

- ent We open doors 10 Ifelong learning, providing new experiences in diverse subjects from

Conversational Spanish and Computer Skills to Dealing with Conflict and Time Management. Community
g ontinuing Education is enrichment As knowledge is acquired, individuals have a sense of personal

M‘ or professional development

NOTE: If you have already registered and only
need to pay for your class(es), just click on the
Payment link at the top of the screen, and chooss™ N
Credit Card. R

83 Local ranet 5 - Hiow -

Skip down to STEP 10(a) BTZHS 8¢5 DEREEEMSEN -~ croeo- T i




PSC

Polk State College

» STEP 7
Choose the term you want to register for.
As a rule of thumb, here are term ranges:

e Spring is mid-December — early May
e Summer is early May — early/mid August
o Fallis early/mid August — mid December

» STEP 8

This is the screen from which you will register.
If you do not know your reference number
already, you can conduct a search to find it.
Instructions are provided on the screen for

you. —~—

The simplest way to search for a non-credit
class is to choose Non-Credit/PSAV under
Class Type, and click the SEARCH button.

Scroll down to view the results of the search.
Once you find the class you need, you can
click on the magnifying glass icon for more
information about the class. (Click the back
button to return to the results screen.)

NOTE: If you already know your reference =y =

number, type it in directly, then click the red

Add to Cartfs[fiitelsh
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Non-credit registration & payment
directions for Polk State College

[P Repstasons_Payment> Rocorss~ _Protier_Logon |

Student Registration

Welcome Jeanne L. Duprey
Please select the term you wish to see:
Song2010_ % o
neck appointment stat

& Local et Ao Riow -

(Al RS- EETT T

RS - St Ragutrton

(o Aawing v Rapsirsvars Papment>_Tomncel v _Racorsey_Proter_Logo |

Welcome Jeanne L. Duprey

This class schedule report is for Spring Term 2010,

Course Search Results

Search Entecssloct alues in anyial of the fllowing faids
Help: "Course Tale” and Tnstructor il result in longer
“Subyect Area” by hoiding doun the cont

s for Days”, “Star Tims", “End Tims'
can select mutiple vaues for the field
and selecti the requred values

Dicections: Complete only
the “Search Now” button to search for classes matching your criteria
wumber for a specific ¢ i

¥ start

REQUIRED.

oss )
f you know the reference number for ‘ourse, enter i in the “Ref Number” fieldis) and press the
Cont” button,

Term: Sprng Term 2010
sion: | Al Session

s S Ot (Assocists Lave)

O Credit Baccalaureate Lovel)

©) Non-Credt PSAV

Campus: Any

Course Title/ Key Word:

to search for e

g with “ENC"

5 the “Add to Cart” bt

4 Local tranet. a > Mo

CBE S [ utepnm e

Skip to the RELISEAY section of STEP 9.
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» STEP9
Click on the 5 digit reference # button to register - -~ -2
for the class. Db,

P p—
4 ] e orsgcrconsakorts ) Wermpons Eectiveness ) Pok Stats Coksgn Faciky .

= Hsesen -

02038 | @, CEVZI3A Aimic P 0412100412 10630 A -430PM W

|f you have more than one Class to flnd and oo o A ki A 1 i s 5 -nvfw o
register for, you can scroll down and find another
class — the search results are still there.

‘MI ‘Sudent must Bing 3 CUTENt b for healthcare prowder manual of rent one on day of

TIWEZ| Q. CEVZI0 Winter Haren Campus WMSN0102 CORP 04/30r10 G4730/10 000 A 200 PAA P Tea

If you made an error in the class you chose, T R RN T e AN
simply click the Cancel Add button. R — ] R e e e a0

This class schedule report s for Spring Term 2010,

Instructions: ; Use

When you are ready to “set” your registration,
click on the red button to make
your selection “permanent.” Don't worry this can
still be changed later if necessary; it is not truly

permanent yet.

» Registec Now

Date Campus 7

CORP 04117/10  Lakeland Campus 830 AW S Webster, Sabrina
10 L 2 PELY]

30 AW o Schmit, Mary
30PM

<Al x o

If you didn’t catch your error before making your =
selection permanent, you can still cancel out of oot | 8 st s @i @ Pt @ 8 Wi B+ "
[Evsc - Ruoe Regstraion Fiv B 0 mo e Sveye Todse @

Compus

the class if you need to, by clicking on the Drop o T HE o e
Class button, then clicking JELIEEENT again e VU N A S

Drop Giass DSIS0 LG 2252 230PM

Drog Clsss

to refresh your choice. The class you dropped I Bl

will be gone.

that you have pending. Press the "Register How™ button to make thess

M Your selection is not tru|y “permanent” until Your Registration s not complete unii you select View/Print Schedule and Fees below.

NOTE: All Fees are not necessarily paid by FL Prepaid or other Financial programs -
please print schedule for fee information, and then select Pay Your Fees below.

you View your schedule, print your schedule and Voriesasmotsiren | _eutoron

pay your fees. Read the red alert message. / P ——

Clear Resuls
Click on the View/Print Schedule and Fees / S
button. Print your schedule so you have all the
details of your class.

‘4 start A Be0% Desempnngain. /i Sude Regu.
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7 pse fent Term Schedule - Windows Internet Fxplorer [E]
[« sokets ENEEIE] 2
Fie EBE Vew Fwales Tok He x & -
x Google | Wm0 | Eshwer S-St S Check e g Tranen - - wnne
o Fovemes | 3 ] v doneonsitants © Febbons Efeciverass € Pok e Cobos Facity s, ©) Crparste Cobos B Wekiems o Coromte Cobe.. @ Summestedes =
’ STEP 1 0 EEFoc - St Tem e &-8 - e Sdetye Tooke e
Click the link “Click here t b dit card.”
Ic e In Ic ere o pay y cre I car . 4 CEV2133A MICRSFTEXCLLEVEL1 CORP 70 04716110  Auwrside Lakeland 8:30 AM F- Schedt Mary
Q110 ASLATE 43P
Oesdine: Do At 0301 WDEa 0401
Days: M =Monday: T=Tussday, W = Wadnseday. R = Thursday; F = Frday
S = Saturday; U = Sunday. TBA = To Bo Amounced
LJeanne L. Duprey 1D JB7-00-0170 Today's Date Tue Apr 13 1257 83 EDT 2010 ‘Spong Term 2010
$159 00 $0.00 50 00 50 00 $159.00
00 Total NonCredi Hours 70
S000 | NonCredi Fees Oned s150.00
Crndit Payment Dus Date: NonCradt Paymant Dus Date w110
e payments reguires on or before the dus date.
Click here to pay by credit card
Click here to pay by Tuition Payment Plan
Dare % Local reraret

y Student Foes - Windaws Intornet Explorer

GO~ B ookt C N | P
Flo ESL Ve Fawrtes Toos e x &
x Google v qsowch= g0 e EBshwer B (0 Sdowks s " Check + $a Tranchate - P & @spn-

e Favortes | 5 8 v chagonconsitants ©) retttonsl Effectveness € fok e Colege Facuty s, © Corporate Colege. . Wekkame to Carprate ol €8 Sumpested S = :
» STEP 10(a) — LA
Use the drop down arrow to choose the term to

pay. ——

Click the Select Term button.

[ome — Adsing~ _Regsirations Payments Fancil Ad>_Records _Profiev Logon |

e term you wish to pay

Spig Temm10_ ¥

o et 7o o -

sition and Fee Payment - Wi

[ : RN |-
Fit R Ve Fawdes Took Hed x &
x Google Qe 0 - | Qe e | ook e Chack - 3 Trondre = P & Qs
s Frvomes | 53 & C] C] © caparate Coboe £ R
[P Tuin and Foe Pament fi-8 - pagee Seye Tk e
Description Amount Paid/Covered Oue Selact Items to Pay
Tuition and Fess for Term 20102 (Dus Date 04413/10) * $158.00 s B /15900
Select All
Tetal AMOUnt that Wil b ChargEd 1o he Creai Card s[18300

- This Recesable is In Collectians, and can oriy be Paid in Ful

Click in the Select Items to Pay box, then click Paporets s
on the Enter Credit Card Details button at the T e e
bottom of the screen. ety

jour schedule - Refer 1o the INSTRUCTIONS section sbive.
IQ

T Erties Cradit Card Distails

i rerret

00w -
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> STEP 11 e B e Yo e &G

O ra 3. © Corporate Calegn . Welkoms to Corporate Calls,.. {8 Sugpested Stes =

o e Sety~ Tock- @+ "

Enter credit card information.

Porsonal Access to Student il
Services Poik Onine
Registration Tool

Click Select Credit Card Payment.

[Home _Adwsing»_Registration+ _Payment+ Fnancial Md»_Records»_Profie» _Logoft

Welcome Jeanne L. Duprey

Print your online receipt after payment is accepted.
This is your class admittance!

74 start @€ S [Hakknmmgon.

Click the Logoff button when you are done, to exit T —
the system. T R




