
How to Complete Your 
Intake Card Online

(For Continuing Students)



To complete the 

Online Student Intake 

Card, go to:

my.CCC.edu

and click on “LOGIN”



Enter your CCC username and 

password.

If you can't login, reset your 

password at passwordreset.ccc.edu. 

If you don’t know your 

username, retrieve it here.

To get additional help or open a 

support ticket, 

visit www.ccc.edu/help.

https://passwordreset.ccc.edu/
https://apps.ccc.edu/accountmanagement/retrieveusername.aspx
http://www.ccc.edu/help


Student You can access the Adult 

Ed Intake Card in two 

ways:

• Option 1: Click on “To 

Do’s” in 

Alerts/Tasks/Holds

• Option 2: Click on “Adult 

Ed Student Intake Card”

Note: If you don’t have any 

“To Do” items or you don’t 

see the “Adult Ed Student 

Intake Card” square, you 

have either already 

confirmed all registration 

information for the year or 

you are not required to do 

so.



123456789 The first page is the 

“Welcome” screen, 

which includes 

instructions for 

completing the form and 

contact information for 

each Adult Education 

Office if you need help. 

You can move beyond 

the “Welcome” page by 

selecting next in the top 

right corner or by 

clicking on any tab to 

the left.

You can complete the 

sections of this form in 

any order.



Student

All information already on 

record will auto-populate 

for you to confirm.

The first step is to confirm 

Personal Details. 

You are NOT able to edit 

“Personal Details” in the 

portal because it requires 

documentation.

If you need to change your 

name, date of birth, or 

gender, contact your Adult 

Education Office.

If everything is correct, 

select “Confirm.”

[Student Name]

[Student Name]

01/01/1920



Student

You are NOT able to edit 

your home address in the 

portal because it requires 

verification.

You are able to add a 

mailing address, which can 

be different from the home 

address and does not 

require documentation. 

If you need to change your 

home address, contact 

your Adult Education 

Office.

When this information is 

correct, select “Confirm.”

[Student Address]

01/01/1920



[Emergency Contact 1]

[Emergency Contact 2]

555/555-5555

555/555-5556

Next is Emergency 

Contacts.

If the information did 

not change, select 

“Confirm” to move on.

You can add new 

emergency contacts 

by selecting + above 

the word “Contact” or 

update existing 

emergency contacts 

by selecting > next to 

each contact row.

When updating contact 

information, remember 

to select save. 

[Emergency Contact 1]

555/555-5557



The next tab is 

Ethnicity. 

Note: There is no 

confirm button. For 

this page, select 

“Submit” at the 

bottom.



Like other tabs, 

“About Me” will auto-

populate with any 

information already in 

the system.

You may make 

changes as needed. 

Only questions with 

an * are required. Any 

field without *, like 

Citizenship Status, is 

optional. 



“About Me” continues with 

Yes/No sliders.

All of these questions are 

optional.

Change the No to Yes by 

clicking on the circle next to No.



Next is Education.

Enter your high school 

education or 

equivalency 

information.

Select “School Status” 

from the drop down. 

If you attended outside 

the U.S. or were 

homeschooled, you 

can add last date of 

attendance and 

confirm.

If not, you will need to 

“Find my school” (see 

next page for 

instructions).



School name is required: to enter 

school name, click circle next to 

“No”1

2

3

4

6

To add your school’s 

name:

1. Click on “No” next 

to “Find my school.”

2. Type in your high 

school name and 

city.

3. Select “Search 

School.”

4. If the name is in the 

list, click “Select” (if 

not, select “I cannot 

find my school”).

5. Select “Confirm.”

6. Select “Confirm”

again.

5



When all of the tabs on 

the left are marked 

“Complete,” you are 

finished.

If you click on the 

“Complete” tab, you 

will see a confirmation 

message.


