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Step-by-Step on Registering for Dual Credit Courses 2022-2023

1. Apply to Atlantic Cape. If you have applied at any time in the past, you may skip this step. 
· Locate the application. The application can be found at www.atlantic.edu/apply. 
· (Tip: Use a non-school email address that you check regularly.)
· Select the correct application. Select the “Early College Application,” select “2023 Spring” for Anticipated Term, and select “Dual Credit” for Interests.
· Complete the application. You will get a confirmation email within two days. Your acceptance packet will be mailed the following week, and it will include important information, such as your Buccaneer and Self-Service login credentials.

2. Once you have your login credentials, log into your Self-Service account. 
· When logging in for the first time, you will need to create a password.
· Click the “Forgot Password” link to be authenticated by our system.
· Enter your username and an email address that is associated with your record. This can be your personal email or your Buccaneer email address.
· Once this information is entered, you will get a notification that says “Forgot Password has been successfully executed.” You may then close this window. 
· Go to the inbox of the email you used to find the email with the subject line “Self-service Management Response.” The link to create your password is in this email. 

· Important notes:
· Your password can only be letters and numbers. Our system will not accept special characters. 
· If the you do not receive an email, the student is most likely either: a) using an email address that we do not have on file, or b) using a high school email address that does not allow communication outside of their district.

3. Upon logging in you will see a blue banner that says “Register Now.” Click the white button that says “Register.”

4. After you click “Register,” you will see a list of the courses that planned for you. The courses listed are courses that you are currently taking in high school that are eligible for college credit 
· Please note that every student’s list is different. 

5. Click the box for any/all courses for which you want credit.

6. Click the blue “Register” button. A confirmation notice will appear stating, “You have now been registered for your courses.” 

7. Click the blue “Go to Schedule” button. A calendar will appear showing the courses for which you are registered. Click the “Print” button to print your schedule.

8. There is a red banner at the top that says “You must make a payment….”.  This alert appears for all students. If your school is covering the cost of your courses, you may disregard this notification. Tuition for the Academic Year of 2022-2023 is $59.30 per credit, and is due at the time of registration. 


If you have any difficulty with the steps above,
we encourage students to reach out to us at hsenrollment@atlantic.edu
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