‘Q DURHAM TECH

Non-Credit Course Registration and Payment
Self-Service Instant Enroliment for New Students

1. Access Self-Service Instant Enrollment at Self-Service Instant Enrollment for Non-Credit Courses
As a new student you will register as a guest and may begin searching for a course on the home
page.

‘. puRnAmMTEH

Activate/Reset My Account

Search for Sections Search for sections,

Catalog Advanced Search
Meeting Start Date or After Meeting End Date

6/26/2023

Course Cade Number

nter Course Code Number or

Davs Of Week

2. Use the Course Code Number field to search by course code or keyword (ex. Communication). To
see a list of all available course, leave this field blank and click the Search button.
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https://selfservice.durhamtech.edu/Student/InstantEnrollment

3. Review the options and click the select button for the course section you would like to register. In
this example for the first course, the seats column 24/25/0 shows that 24 seats are available, the
total capacity is 25, and there are no students on the waitlist. Non-credit courses do not use the

waitlist feature.

Advanced Search Selection: communication, Meeting Dates On or After 6/26/2023

Filters Applied: None
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4. Next review detailed course description and additional information

530 PM - £:00 PM
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ADD SECTION button to add course to your cart.
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5. Once added, you will see the notification in the top right corner of the screen that the course has
been to your cart. Click the NEXT button to move to the personal information page.
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COM-3711BL-86632 (4142) has been added to your
cart.

|: Cancel :| Next @

6. The personal information page will be used to create your student account with the College.
Complete information accurately. Be sure to check the box at the bottom of the page to certify
that your information is correct in order to submit and move to the next section.
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7. Please complete the additional details questions and then click the submit button to be taken to
the Make a Payment page.

Academics Instant Enrollment

Register and Pay for Continuing Education Classes

< Return to Instant Enrollment Course Catalog
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8. Choose Payment Method (options include American Express, Discover Charge, Master Card, VISA
Charge, or WebCashier Check) and then click Proceed to Payment.

Financial Information Student Finance Make A Payment

Make a Payment

Use this page to make a payment on your account

Alert: Total amount due includes anticipated financial aid. Current amount due does not include anticipated financial aid, but does include disbursed financial aid. Students
must pay all NELNET scheduled payments until financial aid has been disbursed.

Total Payment : $372.00| VISA CHARGE - Proceed to Payment

Please Note: Amounts Due may include credit amounts.

\( Collapse All )

Fall 2020 $372.00 A
Select Item Paymenr Group Date Due Amount Due Amount to Pay
Student Receivable BANK 6/9/2020 $372.00
3 372.00

9. You may choose to add or remove courses here. Once ready to pay, review Payment Details and
select Payment Method (options include American Express, Discover Charge, Master Card, VISA
Charge, Webcashier Check) and then click Proceed to Payment.
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Register and Pay for Continuing Education Classes

¢ Return to Additional Information form

Pay for Classes . Add More Classes )

Before registering, you can chaose to sdd/remove classes

com-3711BL 86632 (4142) () $13625 [

L Delete ) Courses Summary
Communicative Grammar ~ @/
COM-3711BL-86632 Communicative Grammar | $136.25
Seats @ Times Lacations Instructors 14
Total $136.25
10/20/0

Main Campus, Phillips (Bullding 3) 213

Classroom Hours Hurtado, €, Wilder, P

Payment Details

Click Proceedta Poymant to pay the section’s cast

Payment Methods *

VISA CHARGE v]




10. Review Payment Information, then click Pay Now.
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Payment Method:

11. A new window will open taking you to https://secure.touchnet.net/C30005 pmtclient/static/ and
will direct you to complete the payment process. Be sure to click Select a Method to choose
Electronic Check or Credit/Debit Card option before clicking the Continue button.

< C @ securetouchnetnet/C30005 pmtclient

Payment Client e

Payment Method

Transaction Payment on 1 account Payment method Select a method ¢+

Amount $372.00
Cancel

Debit and Credit Cards - We accept credit or debit cards with the following logos:

12. Once payment has been processed, you will receive an email confirmation similar to the example
below.

Web Registration Reply &

() Some content in this message has been blocked because the sender isn't in your Safe senders list. | trust co Show blocked content

o noreply@durhamtech.edu @) &
To: Johanna Brown

Ce: Johanna Brown

Dear Brown, Johanna M.,
Thank you for your interest in courses at Durham Tech! We are excited about your course registration for the upcoming semester(s).

This is an automatic reply to confirm that activity has occurred on your account to include either successful registration for a course(s), cancellation of a course(s) registration, or adding your name to the
waitlist for a course(s). Additionally, it includes information related to completing your enrcliment for classes. It is very important that you read the entire email.

To view or confirm your schedule of registered courses, or view courses that you have waitlisted, you can review the "Student Planning"” tab in Self:
Student Finance” tab in SelfService.

. To view your tuition and fees, you can review

You may pay online or in persan. To view your account balance or pay online, log in to Self-&
1022,

r questions regarding your account, contact the Business Office at (919) 536-7200, ext. 1005, 1006, or

If you have completed the entire financial aid process by the deadline and have been awarded aid that is sufficient to cover all your tuition and fees, your classes will be held, and your tuition and fees will be
paid automatically by your financial aid. It is recommended that you speak to your financial aid advisar to confirm your aid eligibility. Before the payment deadline, use your Self-Service account to verify your
award status, Select the "Financial Aid" tab to view your award., If no award is present, you must independently pay for your classes by the payment deadline to avoid de-registration.

Need to drop a course? If you decide not to take the course(s) for which you have registered, you must remove yourself from the course(s) before the first day of classes in order to be considered for a full
refund. Students with financial aid awards must also drop course(s) by the deadlines or you will be charged for the tuition and fees for the courses registered. For more information about tuition, payment,
refund pelicy and refund deadlines, review the information found at the following link: Important Dates and Payment Information.

Are you using the waitlist? Emails are sent to individual students each day as seats become available. Emails are sent only to your ConnectMail email address. Check your ConnectMail daily to see ifa
notification has been sent to you. After the waitlist closes, students should not use this function as there is no way to register for a course using the waitlist after that date.

If you have further questions regarding your registration please contact us at your earliest convenience.

Durham Technical Community College
Admissions, Registration, and Records
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