VCCS Application Tutorial
How to Complete the VCCS Online Application
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Create a VCCS Application Manager Account

Before applying to any VCCS college, go to

www.apply.vces.edu and sign up for an SHT O )Virginia's
Application Manager account with: b, L

*  Email

+  Your Facebook account B e e e T e s i

*  Your Google Account

This will allow you to apply at any of the 23
VCCS Colleges.

Remember! Signing up for an Application Manager Account is not an application to a VCCS
college. You will apply to a college after signing in to the Application Manager.

Remember! MyVCCS (for current students) is a separate portal with different sign in credentials.


http://www.apply.vccs.edu/

Sign up with Email
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To sign up for an
account with email,
click Sign Up With
Email.

Note: Email accounts
cannot be shared. Each
applicant must use a
unique email address.



Sign Up with Email

Fill out the form that opens with your
information:

* Name

« Enter your date of birth using this format:

03/07/2005 for March 7, 2005.
- Cell phone number (optional).

« Toggle the Mobile Opt in button to optin
for text message alerts from VCCS. Then
click the Validate Cell Phone Number
button. A validation code will be sent to
your mobile phone.

Instructions continue on next slide >
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Sign Up with Email

« Enter the validation

Minblle oprin

P number sentto your =
rr.vawlnoanfmr»exzr!%ﬂll:;xﬁ"'g"m;""q::&: account -_: mObile phone in the b 20 R
« Toggle the Mobile 4 field provided. @ o
Optin button to | _ : .
' e Ve v S gy « Next, Click to verify.
receive text message § y
B " e + m‘!ﬂ ol

alerts from VCCS.

« Click Validate Cell
Phone Number. A
validation code wiill
be sent to your

Contact infermgtion

« If you have entered  wsbicostin

Turn on text Meszaging to receive text

the COrreCt leiddtion messages from your school. Standard message

rates could apply.

. number’ the Vphunenumber has been
mobile phone. validation «© valldated
L5010 confirmation will
appear.

Instructions continue on next slide >



Sign Up With Email

\) Emnnwtdlﬁh

‘weltomne 1o Virginla's Commmunty Colleges.
To 2pphy 1o any of the 23 colisgss, sign inor craate & account.

Returning User
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Your information

Enter your email.

Click Validate
Email Address.

Check I'm not a
robot in the pop

up that appears.

Enter the 4-digit
validation code
that was sent to
your email
address in the
Validation Code
field. Click OK.

EMAIL ANMDUNIEMENT
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containing the
validation code.



Sign Up With Email

Lisermarme and Password

+ Choose a Username | R

« Enter a password. | e

* Re-enter your password in the
Confirm password field.

Note: Make a record of your username
and password. You will need your :
username and password to access s e S
your account each visit. :

w10 M6 priwity policy and lamnis of use of this it




Sign Up With Email

* In the Account Security section, use the
dropdown to select a question.

+ Type an answer in the Answer field.

« Click the dropdown in the How did you
hear about this site? field and select your
response.

+ Check the box when you have read and
agreed to the privacy policy and terms of
use.

 Click the Submit button to create your
account.

The Application Manager will open allowing
you to apply to any VCCS College.




Sign Up with Facebook

QL

e L0 VYRR Corrmunily CoTemes
Toapply to any of the 23 cofleges. wghin or oheete an-scoount

Ferw Lsers

To sign up with
Facebook, click
Continue With
Facebook.
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Sign Up With Facebook

If you are already signed in to Facebook,
you will go directly to the Application
Manager.

If you are not currently signed into
Facebook, you will be asked to log in.

Enter your Email or Phone, and Password,
and click Log In.

The Application Manager will open allowing
you to apply to any VCCS College.
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Sign Up with Google

)Virginiais

Cimsrranicy Colirgirs

e L0 VYRR Corrmunily CoTemes
Toapply to any of the 23 cofleges. wghin or oheete an-scoount
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To sign up with
Google, click
Continue With
Google.



Sign Up With Google

« Choose your account. If you
have more than one Gmail
account, you click the one you
want to use.

The Application Manager will
open allowing you to apply to any
VCCS College.

W g G e it - il Pt

Choose an sccount

= et W Ix
o Jack L. Umer
A klulmea nipoead. comi

m harbla Mavegations

marblenavigations@omai cam

Virginia's

Uivmnniamry Ui dspry

Alrendy know wherse yidu Winl (o go
& whar Vou Want to dad

Explore Crur 23 Community Colleges




Your Account on the VCCS Application Manager

. - The VCCS Application Manager allows
3VHgms AFPLY ¥ PROFILE ¥ a .
Comammity Collegies yo u to .
« Start an application
Already know where you want to gg
i ) A * Explore programs
» Explore VCCS colleges

« Find the answer to other application
related questions.

Explore Our 23 Community Colleges
You can sign into the Application
Manager at any time to start or resume
an application.

14




Applying on VCCS’ Application Manager

m To start, resume or remove a VCCS

) Virginia’s a admissions application click one of the
"""" following:

Already know where you want to go

SwiEyIy "{"“” + The Apply link in the header
The Apply Now button

« The Apply link in the footer

Explore Our 23 Community Colleges

15




Managing Your Applications

From here you can:

« Apply to a VCCS College.

O ik - e e « Resume an application you already started.
. ﬁirf-lli:‘j'['.ig.llﬂ Trac b Woui tﬁp-‘lluflnu\ i - N Remove your qpp”cqtion.
= | —
— [+ o |
L]

16




Start a New Application

JV Imas APPLY ¥ PROFILE » Q

Commmanir ity Colleges

Apply to VCCS and Track Your Applications

r— e To start a new VCCS
Rl o admissions application,
i T T i B click the Apply button to
St e L e i e the right of the name of
e B 8 RS — the VCCS college you
i would like to apply to.

Postsecondary Schoal Undergraduate

Please disable VPN or proxy server while browsing this website.

17



Start a New Application — Apply Now

NEW RIVER

Community College

Application for Admission

APPLY NOW
Application information N O A AT

CONTALT LS

Bew River Commeunity Cotligpe
255 Collite Ok
Bishibat Wk 2anns

W 540 ETE 360
L | BESpART-E7 2 I 3E03

Walczama D M Basr COmimuniTy Coligu, We ane Napps PGt you Nave chisen NRCC 50 bein o 10 o sl sucationa
B wimrw e midis
Maase ol he Apply kioay Button o Comphete the ree. onlneg J0misons adpiEio S ademiyinneEne sy

Cuesiions anout the appdicasen o admivoons process? Please vt the Admisiens amd Beceends SiTice websins for more
Information

APPLY NOW 0R cONTINGE &PPLICATION) 3

Read the Application Information
section for:

« application requirements
e procedures
« potential deadlines

Click the Apply Now button.

18



Filling out the Application

NEW RIVER

Community College

Application for Admission

scourarely ot passile.

Vou My be pequired t8 sulimit your BIgh schaol Fansoipn 1o wesily 1his lslarmatisn. Fease answer 55

e e )

Thix aokan allews you 0 ump bo Screen § withoot Sref ssang the datador e cument screan

Dr po wis h 82 conanue?

0K

cancat

You will be able to submit your application once
all pages are completed and have a checkmark.

Complete and save each screen in
chronological order (Best Practice).

Checkmarks indicate screens that
have been completed.

The system will validate that all
required fields are filled out after you
click Save and Continue.

To skip to another screen without
saving the current screen’s datq, click
the new screen. A box will appear that
will ask you if you wish to proceed.
Click OK to proceed.

Save This Screen (side button) -
Saves the information already
populated in the screen you are
working on.

19



Filling out the Application: The Basics

NEW RIVER

Community College

Application for Admission
E ]

3. YOUR EDUCATION
o

High fchoal iInfarmation

ea may ba peguired o8 sulimin your BIE Schiol TansCipt o vesily This slarmatien. Fease answer 55
tcurately as passiie.

]

r3

3 V0L WO
Fl

B

The first screen is called The Basics.

Some information is prepopulated.
This information comes either from
your email account, Facebook
account, or Google account.

You will be able to submit your application once all pages are completed and have a

checkmark.

20



Filling Out the Application: The Basics

Application Manager ¥ introduction & samantha Davis & Logof
NEW RIVER + Enter your legal name.
Commnirity Colcee « Use the dropdown to indicate
whether you have another name
T ik you prefer to be called.
: : 2 | o e T PR e |f you have a former name that is
% o s different that your current name,
- ° enter it in the spaces provided

(optional).

21




Filling Out the Application: The Basics

Pt e

'_r‘_'r\_f-\,r—"‘ﬂﬁ "
Other Important Information

Birthdate: 04/11/2000

Social Security number {S5N) or Taxpayer
Identification number {TIN):

Confirm your 55N or TIN:
| do not have a 55N or TIN (International, non- residents of the U.S, etc)

B | would rather not enter my SSN or TIN at this time. | understand this may incur significant delays to any financial
assistance and could resultin IRS fines as detailed here.

Your answers to the below questions help us meet our federal and state reporting requirements. These questions are
voluntary and will not impact your application for admission. If you wish to not participate, please select "Prefer notto
answer."

What is your gender identity? Male v

I e e WP

e

Enter your birthdate using this format:
03/07/2005 for March 7, 2005.

Enter your Social Security number or
Taxpayer Identification number in the
spaces requested.

If you do not have an SSN or TIN
(Taxpayer Identification Number)
check the box indicated.

If you would rather not enter your SSN

or TIN, check the appropriate box.

Note that this option may cause delays to
financial assistance and could result in IRS fines
as detailed at the link provided.

Use the dropdown to select a response
to the gender identity question.

22



Filling Out the Application: The Basics

T i e A WP e P PN
Arg e Hkpaees o Lajiross elect cne G
What ispour racial or sthinic identSication? (Chadk Amencan ingdlan'ilaskan Hatve
all that appiy -
Azran

lack ar African Amecican
Hathee Hawatan or Other Pacfic Islancer
whitn

Pratar not to answar

This guestian will help s conmect your previous collepe recands with ypour current soplication

Haree you ever applied, stbended, or worked ot ary' tommaanity
oilege n Virginial This mchades takong dual enroliment courses
n high school

Erger your Student |0 (EMPLID} number

N rEmEmLEr T

Note: If you receive an error, follow the
instructions on the screen.

Answer “Are you Hispanic or Latino/a?".

Check the box for the racial or ethnic
identification you choose.

Answer “Have you ever applied, attended, or
worked at any community college in
Virginia?”:

+ If you select no, and have answered all

of the required questions above, you
will be able to click Save and Continue.

+ If you select yes, you will be asked to
enter your 7-digit Student ID (EMPLID)
number. Click Save and Continue .

+ If you don’t remember it, check the box
indicated. Click Save and Continue.

23



Filling Out the Application: If You Get an Error

1 e sasics I If you receive an error notification after
completing The Basics, it may be

2 coum - 0
Your submission for this screen was not accepted and cannot be saved until you correct the following errors or .
3 O omisions because:
« Youindicated that you previously attended but did not provide a student ID or =ocial security number (S5N). This
You indiczted thatyou p Iy ded bus i i dent ID izl ity {SSN}. Thi
4 O infarmation helps us connect your new application with your student record.
. .
5 YOUR BACKGROUND O To continue with the application. please enter either a student ID or S5 [ ] You hdve Gpplled to VCCS In the

If you previoushy applied and did not provide an 55N, please remove the SSN from your application and provide 2
6 YOUR ID VERIFICATIOH @) your student 10 number to procesd. pdst yedrs-

7 SUPPLEMENTAL INFORMATION 1 e If you zre unable to resolve this problem yourself, you will need to contact the college directly:

Northern Virginia Community College

8 SUPPLEMENTAL INFORMATION 2 () 4001 Wakefield Chapel Road ® YOU hdve Gttended VCCS |n the

Annandale, VA 22003-3736

Sawve This Screen % (703) 323-3000 pd St 3 yed IrS.

. (877)408-2028

v SUBM IT YOUR 4 AcademicAdvising@nvcc.edu

% www.nvcc.edu

AFPLICATION Follow the instructions on the screen to
If you cannot correct the errors on this screen and would like to come back to it later, you can skip to another

Is-:ree:t:rl:l:"icvlvl'::i:i:::;;::rte::ﬁIistedinthemenu.Datauntllisscreenwill not be saved and will have to be COrreCt the error. It mdy be thdt you do
NOT need to apply again.

Sample error screen

24




Filling Out the Application: Communicating With You

« Under Mailing Address, enter the address where
m Reynolds you receive mail.

- * Answerthe permanent/home address question.
G o If you answer no, you will be asked for your
= Permanent Address.

- o If you answer yes, and Virginia is your home
= state, you will be asked , “Has Virginia been

your home for the past 12 months or more?”
= If you answer yes, you will be asked, “In

o i P i N i R e R s,

= |f you answer no, you will proceed to the
next question.

Haz Virginia been your home B ihe pash Ve
3 i o MR
S . s,

Tl which county or city do you currently live?”

WS P DM TNTHE

25



Filling Out the Appllcatlon Communicating With You

R R e e s
Additional Contact Informaton

| ifine COLERE NEETE 00 CONLAT you ML NuMBE! wiald you be ul 1o il

T Ty ey

nis &.mpl sddrers

Your email address is pre-populated from
information you provided when you
created your account on the VCCS
application website.

Enter your telephone number.

Select whether it is a cell, work, or home
phone.

Read the statement about financial
assistance and choose an option. You can
review the financial aid guidelines in the
link in the first option.

Click Save and Continue.

26



Filling Out the Application: Your Education

Central Virginia
Community Collepe
Wy fishar hepims

Appiication for Admission

I ©

z

3, ¥YOUR EDUCATION

digh Schoold Infarmatisn

| e My b reguired o Bigh achasl

4 siviwately i posatls

B Levw Fhis Screaii

= SUBMIT YOUR
AFPLICATION

(©)

~ Select an answer to the current high school
education question. If you:

Are currently in high school or have
graduated from high school, click Find School
to locate your high school.

Are currently being home schooled or have
graduated from a home school, enter the city,
state, and completion date.

Are attending or have already graduated
from a high school outside the U.S,, indicate
the high school, country and completion date.

Have earned your GED, indicate from which
state and the award date.

Do not have a GED or a high school diploma,
and are not currently in high school, indicate
the last date you attended high school, and
the highest grade completed.

27



Filling Out the Application: Your Education

i T
CollepeUnnersty Infarmation
R e T B0y ather Lafeged
e e el

B T s, e o

ColivgrAlmirrrsiy |

= -

UFLOAD & FLE

A5G ARGTHER Lo0L BEFANIVERSITY 4

N — I”‘"{":" 5 R = WP .
Note: You may see prior school(s) if
ou entered that information in a prior
VCCS application.

Select an answer to the college/university question.

If you select No, move on to the Program of Study
question on the next slide.

If you select Yes, click the Find School button to
locate your college/university.

o Enter the dates you attended.
o Indicate whether you earned a degree or not.
o Answer the suspended/dismissed question.

If you attended a second college/university, click
the Add Another College/University button and
follow the same steps as above. Repeat this for
any additional colleges or universities.

28



Filling Out the Application: Your Education

Prageam of Stuty Answer whether you plan to earn a degree,
L . certificate or diploma.

Cantral ¥irginis Commesity Colege

+ If you select no, indicate when you plan
to start classes.

[« s o e ] [ e o commmn » | + Click Save and Continue.

e T T T T

3 CnsE

Prograrm of Study

an 5o earT B degres cErnfcaE or oploTa ar
Ceniral Wirginis Communicy Colkage

+ If you select yes, answer the following

Wy primany ecotions gos 1w RIS dt T R questions:
e, S > o Your primary educational goal

Communizy Callege

o Which area you are interested in
studying

o Program of Study
o When you plan to start classes
[ emocon =D youP

« Click Save and Continue.

29



Filling Out the Application: Your Military Service

e * Answer whether you have served or are

,pESGG currently serving in the U.S. military.

o If you answer no, move to the next
. ® question.

4. VODUR MILITARY STRVICE

slikary niormanon

: S o If you answer yes, select your current
' military status, branch of the military
bt and the date you entered service.

+ Select an answer to the question about
LR IR oAy whether you're a military dependent or a
spouse.

o If you answer no, click Save and
Continue.

o If you answer yes, answer the question
about whether you're a dependent or
spouse.

o Click Save and Continue.

30




Filling Out the Application: Your Background

J THOMAS
% d NELSON.

+ Select an answer to the

N 14
| ) guestion about your parents
5. YOUR BACKGROUND .
2 ® education level.
Parent{s] Education Level
3
o afviers B0 BRese fuesiinm Relp us mest B fepsrling resuererierEs and mey prosdde you wath sdideong
d v G pmnpren andhe firanoal sirienes, SArmwering Thes questions. @ soluntany snd sl ol mpeet vour apgication for
athanaion Theas gueifam oniy dpply o matunal pr sdopinve pecenie
54

What best desoritees pour parerds)highest feved of edecsbion?

.........




Filling Out the Application: Your Background

Tt e, i b P s e et iy i it g1

Residuricy « Answer the residency question that asks
about your current status. If you answer that:

[ Tiris induresation i used (o determing pour tuilke rle s nen slepd foe encalling ot the cellegs.

o You are a native or naturalized citizen or
are currently living outside of the U.S. and
not a citizen or resident, or other category,
move to the next question.

o You dre a permanent resident, enter your
permanent resident number, status and
Voo ey e e S gy country of citizenship.

o You are a non-immigrant, indicate visa
type and country of citizenship.

 Select an answer for your primary spoken
language.

32




Filling Out the Application: Your Background

Select an answer for the in-state tuition rate question.
If you answer:

e e o 1Twant to claim eligibility based on my own
Yot ey apply for inestate cuffion based on your ga doenicle or your shose; parect o legal puandian's domicile domicile’ CheCk the Gppropridte bOXeS in the
) wink s claim gy bases on my cven dorville “Your Domicile Information” section.

e a0 wark 1l SSgRAybased on my spouse o o lam married and want to claim eligibility
based on my spouse’s domicile, complete the
“Your Spouse’s Domicile Information” section.

o lwant to claim eligibility based on my
parent’s domicile, complete the “Your Parent’s
e Domicile Information” section.

o lwant to claim eligibility based on my legal
guardian’s domicile, complete the “Your Legal
Guardian’s Domicile Information” section.

« Click Save and Continue

33




Filling Out the Application: Identity Verification

To provide a safe and secure learning environment,
admission to VCCS colleges requires that all new
applicants verify their identity.

You will need access to a computer or mobile
device that has a camera in order to:

- Provide a real-time photo of yourself (Liveness
Check)

+ Upload a photo ID (Driver's License, Passport, ID
Card, etc.g)

To start the verification process, click Verify
Identity.

6. YOUR ID VERIFICATION

Identity Verification

VERIFY IDENTITY (&

Once your identity is verified. you may click *Save and Continue’ below, If you have any questiol
Verification Process, please contact your college admissions office:

ns about the Identity

Brightpoint Community College

34



Filling Out the Application: Identity Verification

>Brightpoint

After the liveness and photo ID verification is DMK EOLIEGE

completed, return to the application.

Application for Admission
! ©

6. YOUR ID VERIFICATION

If the application is complete: : RO oty ericntin
3 AT (]
+ Click Go to Application Submission. s S o

If you have ary questions about the identity Venfication Process. please contact your college atmissions office:

Brightpoint Community College

If the application requires T e
supplemental information: : v SUBMIT YOUR
APPLICATION

« Click Save and Continue.

« Complete any
supplemental pages. —l_>

« Click Go to Application ' e
Submission. L )

~ SUBMIT YOUR
APPLICATION

35



Filling Out the Application: Application Submittal

4 THOMAS
%4 NELSON. - . .
The Application Submittal screen will open.
o
By OkEng the ':-.:--'--'.'n-.-«':n.:-:- |'\." '.u'.-l'.-'-- AppRLaTIoN ehemaeinaly * Redd the Informdtlon the CO”ege hGS
i bt oo s ek v S provided.

+ Type your full name in the Signature
field.

* Click the SUBMIT NOW button.

1 ceris e pemal by of dhcpiinary aclion ihai all af the infarmaiion b wempleis and scturade
| dgree Lo Sapily The collEge WHLh SujgeiiTing SOl RIGHR S8 RS L & Spjlicatan, o | am
requesned in da po

g by SALETING b Rl Atve
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Application Confirmation

GERMANNA

COMMUNITY COLLEGE

iI"I[’IILRL’f’]‘P‘!ﬂHHE.L‘dH

Application Cenfirmation

Your spplication to Germanna Community College was alroady submittod on
TVIZ020 5:25:38 PM lor 2020 Fall (08724730 - 127113720}

ETEF T Frind or Gave

Pl i oF S B gy BF Hir page Fer (e TeOITL WL mly it s @ ey of yuie iubmmisd

applicalinn

&ppiiceri nave: Bradley Cooper
Appacation: Germanna Community College
Shodeni OVELFLED:  TTTAS
S0 SE0U DY numDer
AppAracon tTe - 200 fall (824NN - 12413720
£l addivss:  bradleye@yahoocom
CofTMannn pTdieT,  4084-002m4-5- 1001 25-00000 1820021 T AL

Dl0d funrmimeil.  MLAMIGE0 SN0 FW

Your Application
Confirmation
will include an
EMPLID. WRITEI
DOWN!

If you haven't
already written
down your
username and
password, write
those down too!

Note: The
password will not
be displayed
again due to
security reasons.

STEP 2 Subenit requined admisstsn infermacion

RN I LM HELE 1N REFIGE TS 5T Speliled ¥ i il radssfli

IF yoru e Sy 18, plakie pAAC an B3S0oNal copy, S 1L Pl your pdreeviu s Sign (L e
runmit v o the Welcnme Cenger of your neanest Gemeanna ooanon &g shim tes, you will want fo check

FOLT DET R Al el Jor e admissions iemmer, which willi cotine DUl NEsL GEED for envolirmerg at

Girtranne

You may qualify for the instate tuition rate with supporting decumentation.
Ploase contact your colioge for more dotails.

Requires mformatien shagkd be seni om
B jid0h e 3004

] admissianigrrmanng sy
% womw.gor menna, aiu

Germanna Commupity Coliage
100 Germanns Foing Diree
Ermdmrichaburg, Wa I2408-0543

nt Accaunt ad Enssll

Wt you will need m 1
16 thoe class regiviresicn e
Biekosw in The boal ticked Ty 5

clasmes win My Studant Ancssnt Portal This partsl wit ghe you scces
duining tecly, and othet wrices. Your lopn credwitisl are Inbed

Arcousny Pomal”

My Studont Account Portal

Yoy Soasertt IDMEMPLID i§ TTITES,
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Frequently Asked Questions

Remember! The Application Manager is NOT
the same site as the MyVCCS Student Account
Portal. The login credentials are not the same.

Please contact the_college you are applying to
directly, if you have any of the following issues
or questions:

«  Student Portal (MyVCCS) login issues
« Don't remember your EMPLID

+  Student email access inquiries

« ldentity verification

*  Submitted application with incorrect
information

Course/program availability

Remember! Signing up for an Application
Manager Account is not an application to a
VCCS college. You will apply to a college after

signing in to the Application Manager.
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https://www.vccs.edu/find-your-community-college/

Still Need Help, or Have Questions?

+ Phone: 1-800-GO-TO-XAP (800-
468-6927)

« Email: support@xap.com

» Chat: Select the Help widget on the
website

o
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