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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 th

page

V Pre-application Information
This @mge contains critical information for choosing a hom
collegeand providing appropate identification information.
1. Clickthe APPLY NOWutton at the bottomof the
page
2. You will be directed to the KCTCS ONLINE ADMIS
APPLICATION
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A REVOLUTION IN HIGHER EDUCATION
The skills you need. KCTCS online prepares you for
high-demand careers With our flexible module
system, you can quickly acquire the skills you need to
earn a promotion, professional certification, or an online
degree. Best of all, KCTCS Online offers fully-accredited
learning that transfers to other schools and can be
eligible for financial aid.
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A FEW TIPS BEFORE YOU APPLY...

During the application process, you will be asked:
To select a Home College.

KCTCS Online is affiliated with the Kentucky Community and Technical College System (KCTCS), which is
comprised of 16 colleges and 67 campuses across Kentucky. Your Home College is the accredited KCTCS
college that will be your contact for transcripts, grades, graduation, advising, appeals, etc. If you do not select
a Home College, one will be selected for you. You can contact your home college for assistance online 24/7
through the KCTCS Online Student Services Help Desk. Remember that KCTCS Online is delivered 100%
online and you should newver need to be on location at your Home College.

To provide your Social Security Number or National ID.

Although vyou are not required to provide your Social Security Number (SSMN) or MNational ID (NID), not
providing one will delay processing of your application. Staff at yvour Home Campus will be required to
manually search existing records to prevent creation of a duplicate record to complete the application process.

If your desired Frogram of Study is not available at KCTCS Online, view additional KCTCS programs offered at
a campus near you by going to www. kctes.edu

Rea apply?

Apply Now
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V Complete the Apptation
The KCTCS Online Admission Application asks students
providebasicpersonal information.
1. Fill in the following information carefully and completel
1 name, address, phone and social security /national
identification number
1 information about citienship and military status
1 high school/GED completion

KCTCS Online Admission Application

Thank you for your interest in KCTCS Online! KCTCS Online is affiliated with the Kentucky Community and Technical College System, which is
comprised of 16 colleges and 67 campuses across Kentucky. If you do not find your desired Program of Study from KCTCS Online, view additional
KCTCS Programs offered at a campus near you.

* Required field

+ Optional field (requested for reporting purposes and not used in an admissions decision)
*Please choose student description that fits you best:

1am a first time college student -

We are currently accepting students for the following programs. Select the program in which you would like to enroll:
AAS in Business Administration BusAdm Management Option -
Academic Plan 5202017129 Business Administration Sub-Plan 520201708

Please select a KCTCS "Home Campus” to provide ongoing student support and assistance. If you do not select a Home Campus
from one of our 16 KCTCS coll one will be i d to you.

BusAdm Management Option

Assign a homeCampus for me [ select a different home campus

KCTCS College HEC

Campus HEC Henderson Community College

Middle Name *Last Name [Mathevson

Please list any other last name you have used |
*Date of Birth (MM/DD/YYYY)[07/28/1832 [3 + Primary Race /Ethnicity -
#Email Address [becky.mathevson@kctes.edu

*First Name |Becky

*Gender Female -

*Re-enter Email Address to Verify [becky. mathevson@kctes.edu

National 1D

First (11 0f 2 [F Last

National ID Type National 1D

1 F [E [usAq

Social Security Number -

KCTCS Online Admission Application

Name Becky Mathevason

Academic Plan Business Administration
* Required field

+ Optional field (requested for reporting purposes and not used in an admissions decision)

BusAdm Management Option Home Henderson Community Callege

Campus

#Military Gtatus No Military Service - #Will you be receiving Veteran's benefits? ) Yes @ No

“Are you a U.S. citizen? @ Yes () No

*Hawve you lived in Kentucky for the past 12 months? @ Yes © No

*Have you received financial support from an individual

outside of Kentucky during the last 12 months? @ Yes © Ne

*Does either parent or legal guardian live in Kentuclg @ ves

Previous | | Continue
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V Review/Submit the Application
Oncethe application information isomplete, you will be
asked to review the information to be sure it is correct
1. If changes/correctios are needed, Click PREVIOUS
make changes
2. If the information correct, Click CONTINUE to finali
your application

KCTCS Online Admission Application

Name Becky Mathenson
Academic Plan Business Administration BusAdm Management Option Home Campus Henderson Community College
* Required field

+ Optional field (requested for reporting purpeses and not used in an admissions decision)

Click + to add additional records

or - to remove existing records.

If you are unable to find your school code, leave the school code blank and enter the requested information in the remaining fields to identify
the school.

All applicants must provide information about the High School they attended, including graduation date where applicable.

select the high school code OR click on the button below that fits your HS education Find | View All First "

Graduation /
Home Mo HS Grad / No Hiah School |15t

GED | hoaled GED A A:t:ndance School Name Country|City
(MM/DD/YYYY)
[=] GED| Home Schooled| NoHS Grad/MNo GED| 0023024 |Q [o 05 [ |GED [usal@, |

‘ Previous I ‘ Continue

KCTCS Online Admission Application

Please review the data you have entered prior to
submitting your application. If any data needs to be
corrected, click on Previous and you will be returned to the
data entry pages to make corrections. If all of the data is
correct, click Continue to finalize your application. If you
click Continue, you will not have another opportunity to

change or correct the data you have entered so far.

Academic Plan Business Administration BusAdm Mansgement Option Home Campus Henderson Cemmunity Cell=ge
Demograph nformation
First Name Becky Middle Name Last Name Mathevson

Gender Female Birthdate 07/28/1932 Ethnic Other

Grp Name
Hational 1D Customize | Find | View All First 11 of 1 "/ Last
Country  |National ID Type National 1D Primary ID
1UsA Social Security Number

40501 Frankfort KY Franklin

Phone Type |Telephone

1 Cellular 502/330-3567
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V Agree to the KCTCS Online Learning Contract
You will be directed to the KCTCS Online Learning Contr
1. Review all of the terms/aaditions 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 Reeive Confirmation Message

When yousubmit your application, a screen/message will

appear to 1) inform you of your application status, 2) you,

KCTCS id number, and 3) your application reference nun

1. Make note of the information on this screen (which wil
also be sent to the emadlddresson your application).

2. Add the college admissionsmaail address listed on the
screentoyourey Af Qa {FFS {SYyRS
Book, or Contact list. This will assist in routing the em
message to your inbox.

KCTCS Online Admission Application

Name Becky Mathewson

Academic Plan Business Adminis tration BusAdm Management Option Home Henderson Community College

Campus

KCTCS Online Learning Contract

A Learning Contract must be completed prior to initial enrollment in open-entry study through KCTCS QOnline. A Leaming
Contract is an agreement of the mutual understandings and expectations to study and complete course modules following the
standards outlined within this document.

In order to register for course modules, students must select a start date for each course module and accept the subsequent end
date (this date will be available to students prior to completing the registration process). The class end date is the required date
by which the course module and terms of the Learning Contract must be completed. However, since the course modules are self-
paced, students may choose to complete course modules prior to the scheduled end date. Maximum lengths of time for course
module completion are determined by the credit hours that are awarded for each module as follows:

Course Module Credit Hour [Maximum Length of Time for Course Module Completion

Ato .5 3 weeks
61010 5 weeks
111015 8 weeks
161020 10 weeks
211025 13 weeks
261t03.0 15 weeks

For example, a course module that is offered for 4 credit hours would be required to be completed within three weeks. During the
O P TR S o e lec miie e e alee e dmbe il e et Bem e em el
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ECTCS Online Admission Application

Name Becky Mathevson

Academic Plan pusiness Administration BusAdm Managemeant Option Home Hendersen Community Cellage

Campus

You will receive an e-mail at the address you entered on the application (becky.mathewson@kctcs.edu)
regarding your admission status.

Thank you for applying to KCTCS Online. We have successfully received your application!
Here is some important information that you will need to participate in the KCTCS Online program.
Your Student ID Num@er: 001856250

You will receive an email regarding your username.
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V Review Email Messagg) from KCTC®nline
This message contains important for proceeding with you
KCTCS Online education.

1. Review theemail message referenced above (similg
to the one located on the rightyill be sent to the
personal email address provided on your applicatio
The message will include next steps in the applicati
and registration process. If you have ToDo list item
you may receive aesond email communication.

STEP 2SET UP YOUR KCTCS USER PROFILE

Your KCTCS User Profile will provide you with the usern:

and password @eeded to log into Student S&krvice and

your KCTCS webmail.

1. Go to the KCTCS User Account Center using the web
address listed in your admissiomeail.

2. You will be asked to provide information from your
application in order to verify and authenticay@ur
identity.

3. SelectSET UP MY USER PROFILE. Your KCTCS Us

contains you username, password, amslecret question

used to authenticate your identity in the event you neeg
to reset your password.

Print the page with your information so you whikhve 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

(examplejsmith0004 @kctcs.eduand any other

information that you have not memorized.

From: H: d Admissions (Hazard) Sent:  Thu 7/2/2009 4:25 PM
To: Mathewsan, Becky L (KCTCS)
Cc
Subject: Admission Status
&
Dear Becky. B

Thank you for applying to Hazard Community And Technical College. Your application for admission has been processed. Our initial review of vour
application indicates that the following items need to be submitted before your application is complete. You can also find this ToDo list in Student
Self-Service at the Student Center

Postsecondary Transcript

If you are a non-degree/non-credential-seeking student. you may be exempt from the admission requirements and cbligations in your ToDo list. Please
verify your status with your college.

While you will not be prevented from first time registration, it is important that you complete your application by submitting the required documents so
your future registrations will not be delayed.

If you have additional questions or need further information please contact the KCTCS Online Student Services Help Desk at 1-866-321-7406. We
look forward to helping you with your educational goals!

Choosing the right college is an important and complex decision. Personal and career goals, academic preparation and cost must be considered. Qur
faculty and staff are ready to assist you with your educational and career goals and to develop an educational plan to achieve them. We look forward to
having you as a student at Hazard Community And Technical College.

Hazard Community And Technical College Admission Staff

KENTUCKY COMMUNITY & TECHNICAL COLLEGE SYSTEM

KCTCS KCTCS ONLINE ELEARNING EMAIL SELF-SERVICE OMNLINE HELP DESK

User Account Center

At the KCTCS User Account Center, you will create or update your user profile and
will be able to access your KCTCS username, KCTCS 1D, and set your password

after verifying your identity.
To identify yourself, please provide: *Required

*Birth Date el (mm/ddiyyyy)

and two of the following:
KCTCSID (9 digits - aka Student ID or Employee ID)

National ID {SSN) (9 digits)

Admissions Application Reference Number

Personal Email Address

Create / Update My User Profile

Please enter the information requested above and click on Create / Update
My User Profile to continue.
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STEP 3: COMPLETE FINANCIAL AID (IF NEEDED)

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

2. Use Internet Expl@r web browser to go to Student
SeltService at:
https://kctcs.mycmsc.com/psp/kctsaprd/?cmd=logir,
&languageCd=ENG&

(NOTE: Windows Vista Users: Before logging into
Student SélService, Windows Vista users should
uncheck "Use TLS 1.0" in Internet Explorer's Tools
menu-> Internet Options> Advanced tab.) .

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

4. Enter your Password (created above).

3.

B START HERE
/GO FURTHER
¥ FEDERAL STUD

ENT AID™

FAFSA

Free Application for Federal Student Aid

FAFSA Home  Student Aid on the Web  Application Deadlines PIN Site Help ContactUs FAQs Site Map AboutUs

Before Beginning a FAFSA
Filling Out a FAFSA
| FAFSA Follow-Up

Special Announcements

Updated information
available for the new

TEACH arant.

Important information
about two grant programs.

)

Looking for an earl
start on the finandal
aid process

You can use
FAFSAdcaster to learn
about the financial aid
process and get an early
estimate of your eligibility
for federal student aid.

Link to FAFSAdcaster

PeopleSoft.

Federal Student Aid FAFSA

English | Espafio

We have simplified the process offilling out the FAFSA You can follow each section all of the way
through for a comprehensive set of instructions.

Before Beginning1 Filling Out 2
a FAFSA a FAFSA

Get organized!

To simplify the application
process, gather required
documents and other
information ahead of time

= Determine Your
Dependency Status

= FAFSA onthe Web
Worksheet

= Search for School Codes

Fill out the application!

The FAFSA contains
questions that ask about you,
your financial information,
your school plans, and more

Fill Out Your FAFSA
Open Your Saved FAFSA

FAFSA
Follow-Up

View your results online!
You can check the status of
your application, make
corrections to a processed
FAFSA, and get other
information.

= Check Status ofa

or Correction Application
Sign Electronically With
Your PIM

= Students & Parents Apply
Fora PiM

= Check Application
Deadline Dates

Submitted FAFSA or Print
Signature Page

= Make Corrections to a
Processed FAFSA

= Add or Delete a School
Code

m View and Print Your
Student Aid Report

verea HIGHER EDUCATION

I}EGINS HERE

KENTUCKY COMMUNITY AND TECHNICAL COLLEGE SYSTEM

User ID:

Password:

SignIn

Vista/Internet Explorer Users: If you are having
trouble connecting, please verify "Use TLS 1.0" in the
Advanced tab of Internet Explorer options is unchecked.

Copyright ® 2000, 2007, Oracle. All rights
reserved. PeopleSoft is 8 registered

trademark of Oracle Carporation andiar its
sffilistes, Other nsmes may be tradsmaris

Select a Language:
English Espafiol
Dansk Deutsch
Erancais  Erancais du
Italiano Magyar
Mederlands Norsk
Polski Portugués
Suomi Svenska
Cesting HB*E
=0 PyCCKui
Tng (At e 32
B e
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5. You will be directedd the STUDENT CENTER, whe
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/Springd0Summer
2009 is AID YEAR=2009).




