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GETTING STARTED WITH KCTCS ONLINE 

 

 

STEP 1:  APPLY TO KCTCS ONLINE 
 
V Go to the Application 

1. Open the KCTCS Online home page at: 
http://online.kctcs.edu/ 

2. Click on APPLY NOW in the upper right corner of the 
page 

 
 
 
 
 
 
 
V Pre-application Information 
This page contains critical information for choosing a home 
college and providing appropriate identification information. 

1. Click the APPLY NOW button at the bottom of the 
page 

2. You will be directed to the KCTCS ONLINE ADMISSION 
APPLICATION 
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GETTING STARTED WITH KCTCS ONLINE 

 
V Complete the Application 
The KCTCS Online Admission Application asks students to 
provide basic personal information. 
1. Fill in the following information carefully and completely: 

¶ name, address, phone and social security /national 
identification number 

¶ information about citizenship and military status 

¶ high school/GED completion 
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V Review/Submit the Application 
Once the application information is complete, you will be 
asked to review the information to be sure it is correct. 

1. If changes/corrections are needed, Click PREVIOUS to 
make changes. 

2. If the information correct, Click CONTINUE to finalize 
your application 
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V Agree to the KCTCS Online Learning Contract 
You will be directed to the KCTCS Online Learning Contract. 

1. Review all of the terms/conditions of the Learning 
Contract. 

2. If you agree to the terms/conditions of the Learning 
Contract, Click SUBMIT. 

3. If you do not agree the terms/conditions, Click 
CANCEL, to cancel your application KCTCS Online. 

 
 
 
 
 
 
 
 
 
 
V Receive Confirmation Message 
When you submit your application, a screen/message will 
appear to 1) inform you of your application status, 2) your 
KCTCS id number, and 3) your application reference number. 
1. Make note of the information on this screen (which will 

also be sent to the email address on your application). 
2. Add the college admissions e-mail address listed on the 

screen to your e-ƳŀƛƭΩǎ {ŀŦŜ {ŜƴŘŜǊ ƭƛǎǘΣ tŜǊǎƻƴŀƭ !ŘŘǊŜǎǎ 
Book, or Contact list.  This will assist in routing the email 
message to your inbox. 
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V Review Email Message(s) from KCTCS Online 
This message contains important for proceeding with your 
KCTCS Online education. 

1. Review the email message referenced above (similar 
to the one located on the right) will be sent to the 
personal email address provided on your application.  
The message will include next steps in the application 
and registration process. If you have ToDo list items, 
you may receive a second email communication.  

 
STEP 2: SET UP YOUR KCTCS USER PROFILE 
Your KCTCS User Profile will provide you with the username 
and password needed to log into Student Self-Service and 
your KCTCS webmail. 
1. Go to the KCTCS User Account Center using the website 

address listed in your admission e-mail. 
2. You will be asked to provide information from your 

application in order to verify and authenticate your 
identity. 

3. Select SET UP MY USER PROFILE.  Your KCTCS User Profile 
contains you username, password, and a secret question 
used to authenticate your identity in the event you need 
to reset your password. 

4. Print the page with your information so you will have it 
for future reference.  If you do not have access to a 
printer, make sure you write down your username 
(example: jsmith0004), your KCTCS email address 
(example: jsmith0004@kctcs.edu), and any other 
information that you have not memorized.  
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STEP 3: COMPLETE FINANCIAL AID (IF NEEDED) 
 

1. Go to http://www.fafsa.ed.gov/ to complete the 
FAFSA (Free Application for Federal Student Aid). 

 
 
 
 
 
 
 
 
 
 
 
 

2. Use Internet Explorer web browser to go to Student 
Self-Service at:  
https://kctcs.mycmsc.com/psp/kctsaprd/?cmd=login
&languageCd=ENG& 
(NOTE: Windows Vista Users:  Before logging into 
Student Self Service, Windows Vista users should 
uncheck "Use TLS 1.0" in Internet Explorer's Tools 
menu -> Internet Options -> Advanced tab.) . 

3. Enter your username (created above, for example: 
jsmith0004). 

4. Enter your Password (created above).  
 
 

 
 
 

 

http://www.fafsa.ed.gov/
https://kctcs.mycmsc.com/psp/kctsaprd/?cmd=login&languageCd=ENG&
https://kctcs.mycmsc.com/psp/kctsaprd/?cmd=login&languageCd=ENG&
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5. You will be directed to the STUDENT CENTER, where 

you can complete additional Financial Aid 
information. 

6. Select KCTCS Fin Aid Application under 
Finances/Financial Aid. 
 

 
 
 
 
 
 
 
 
 
 

7. Enter the aid year you will be requesting aid. (The 
financial aid year for Fall 2008/Spring 2009/Summer 
2009 is AID YEAR=2009). 

 
 
 
 
 
 
 
 
 

 
 
 
 

 
 


