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Introduction

Welcome to MyAC Self-Service!

Developed by Ellucian, PowerCampus MyAC Self-Service is a web-based application system
designed to provide Aurora College students, faculty, and administrators with "anytime,
anywhere" access to information services.

MyAC Self-Service will enable students to access their student information and perform tasks
including:

* Apply for programs online

L)

X/
°

Register for courses within their programs
View their schedules
View their billing information and make payments online

%

*

X/
°

%

*

View unofficial transcripts and request official transcripts

X/
°

Manage their contact information including phone numbers and addresses

The website address (url) for MyAC Self-Service is https://myac.auroracollege.nt.ca



https://myac.auroracollege.nt.ca/

r, S‘SIL{%)IEIZGAE MyAC Self-Service
= COLLEGE Student Guide

Accessing MyAC Self-Service

The MyAC Self-Service application is accessible by clicking this link Self-Service.

The website address (url) is https://myac.auroracollege.nt.ca

The home screen of MyAC Self-Service has a LOG IN button on the left as shown below

Y For Our North
.

can Iheere ool

When you click the ‘LOG IN’ button, you will be redirected to a sign in screen.

5 COLLEGE Online Servi
AURORA
B Collics niine Jervices

Sign in with your organizational account

email@myauroracollege.ca

Passward

Use your @myauroracollege.ca email address and password to sign in.


https://myac.auroracollege.nt.ca/
https://myac.auroracollege.nt.ca/
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First-Time Login

If this is your first time using MyAC Self-Service, you may be asked to verify your account.

Vertty an Acconnt
T et s wnant fUcd oooy pos ACCt. Phans rrdier pa 5000 susmn et t eed of the adueractian, st then wdadt Wy

Samen

..........

* Dale ot ety
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The System ID is your student id number. If your student id number has less than 9 digits, add zeros
before the number to make it 9 digits (For example, if your student id number is 12345, the system
id would be 000012345’). Contact the Office of the Registrar if you do not have a student id.

Verity an Accoumt
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Enter the First Name, Last Name and Date of Birth (mm/dd/yyyy) as stated in yout college
records. Click “‘Verify Account’

If your account gets verified successfully you would be redirected to the screen below:

Verlly an Account

Craog i stassn| War £ i€ 10 heott vorde sl Gone cottonge ory (0 Labt (st vl Ses (oo Lines yins g

If your account doesn’t get verified successfully, contact your Admissions Officer for help.

~ 5~
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Student Home Screen View

This is the main screen you will see once you are logged in. There are tabs at the top including:
Register, Classes, Finances, Grades, Search, My Profile, and Consents & Reports. Under each tab is a
submenu with the options. Visible here are the Cart, Inquire, Apply, Application Status, and
Checklist. Within each of those options, another menu on the left side will open up with more
options.
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Registration

Registration is the process of selecting your classes and signing up for them. You will do this before
the beginning of each term. Before you can register, you must meet with your program advisor
(Program Head or Senior Instructor) prior to registration to decide on the courses that you will need
to take for the term. Have that list beside you when you log into MyAC Self-Service to register.

To begin registering:

Navigate to the ‘Register’ tab and select “Traditional Courses’

S5 L0000k For Our North
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The term which is open for registration will be displayed with an open green book icon. Click on the
Period or Term
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The next step is to begin searching for and signing up for your classes.

Section Search

A section is another word for a class. The same section (class) may be offered at multiple times and
multiple campuses. It is important that you select the right section. Pick the one that you were given
by your program advisor. The next step in registering to search for your classes (sections) and sign up
for each one.

To continue registering, search for a section (class):

Click on the ‘Section Search’ hyperlink. Section Searches could also be accessed through the ‘Section
Search’ menu item under the ‘Search’ tab.



rf, gﬁlliglgfl MyAC Self-Service
s& COLLEGE Student Guide

Wi e St

= ' Education

; Luons Education

= cosict For Our North
e | Reginter l ‘Clossss 'hn-u-- | Gradee m W Protte | Comearrte & Keuorts

Diorse Cotwey Soohien Seanh

" Uplie . Section Search
Found 2 restts for Course Tode = TNSC 010T and Regatration Type = Tradtional’ and Pancd » 2020 Winter
Sty
ed
Course D ~ || Sent | Shwainy 1 Tod 2
Availahiie
i e Course Tete Sessin  Credns Pees Schedule  Sests
1] | Shere
] Wikive Sclogy L2330 - 000 Wemer 3 Wt
TS LabeT U730 W
Lot
< Instructare Tha
| I [
] watde Bubigy UNMID - 20 Wees 8 i
mebuiod Ui LU AR Frane "

Inslrurtors: The

Enter Course ID (ex. ENSC 0103) from your list you were given by your program advisor in the
‘Course Code’ field. The registration type button should be on “Traditional’. The period should show
the one you are registering for. For example, it should show ‘2020 Fall’ for this registration period.

Click ‘Search’.
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A list of the sections should appear. Make sure you pick the course, dates, etc. that match what you
were given by your program advisor. You must also make sure that the last part of the course code
matches your campus. The choices are:

AINT => Aurora Campus in Inuvik or

TEFS1 => Thebacha Campus in Fort Smith or

YYK1 => Yellowknife North Slave Campus in Yellowknife

Some courses have both a lecture and a lab. The example course below has two components —
Lecture and Lab. You can see this in under the course name (ex. Wildlife Biology) where it says
‘ENSC 0103/Lab/TFS1’ and ‘ENSC 0103/Lecture/TFS1”. This can be read as ‘Wildlife Biology
ENSC 0103 Lab (or Lecture) at Thebacha Campus in Fort Smith Section 1.

In this case, you will need to ‘Add’ both of them for your section.
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Adding Course Sections

Adding course sections is like shopping online. Once you find the course section (class) that you
need, you click the ‘Add’ button to put it in your shopping cart. Once you register, these sections will
be added to your schedule. For now, you need to fill up your shopping cart with all of the sections,
lectures and labs that you were given by your program advisor.

Let’s add a section (class) to your shopping cart:

Click the ‘Add’ button beside the correct section that you need. A pop up will appear that says
‘Course Added’. In this example, remember you needed both the lab and lecture so you should add

them both. If you only need the lecture, just add that one.

cm&a Education
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Fill up your shopping cart:

Repeat the Section Search and Adding a Section steps above for all of the courses you need to register
for. You can hide the ‘Courses Added’ pop up by clicking the ‘Hide’ button in the top right corner of
that pop up. Then click ‘New Search’ in the menu on the left or click ‘Section Search’ in the menu
above. This will get you back to the ‘Section Search’ form. Keep going until you have added all of

your course sections to your cart.

At any time, you can click ‘View Cart’ to see what you have added and confirm that you are picking
the correct sections. Double and triple check that the sections you are adding match those given to

you by your program advisor.

Once you are sure that your shopping cart has all of the sections you need, including lectures and
labs, then you can proceed to registration. This is outlined on the next page.
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Proceed to Registration

So far, you have used your list provided by your program advisor to search for all of the course
sections (classes) that you need. You added them all to your shopping cart and have double and triple
checked that your cart matches your list. You don’t want to get those new shoes in the mail and they
are the wrong size ;-) Then, once you were absolutely sure, you clicked ‘Proceed to Registration’ in

the ‘Courses Added’ pop up.
Review and submit your registration:

The registration screen allows you to make final changes on the course section selections. This is your
last chance to quadruple check your courses and sections:

O Do you have all of the sections that you need?

O Do you have the correct campus? AIN1, TFS1, YYK1?

O Do you have both the lectures and labs for those sections that require them?
O Does your shopping cart match your list from your program advisor?

Continue to the next screen and confirm the selections. The registration request will then be sent to
your advisor for approvals.

3 ... Educ
AURORA
oL FotOUr Noﬂh
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You have now completed the Registration process. Your program advisor now has to accept you into
these sections. You can check the status of your approval by following the steps on the next page.

~10 ~
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Check Status of Registration

Your program advisor will review your registration and accept you into these course sections. This
may take a few days before it is complete. You can check on the status in MyAC Self-Service.

Click on ‘Schedule’ in the ‘Classes’ tab. The sections your registered in will say ‘Awaiting Advisor
Approval” until your program advisor has reviewed and approved them.

~ gSontamen -
Regrater m Finances | Grades | Sesrsh | My Profile Crmvants & Eesarts

| Mame

Student Schedule

Student Schedule
Traditional 2020/ Winter/Main
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Credits 3 Type 50 Grade passng CEUs 0,00

Porad = ) Schedue
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O Courses in Con

T matinted Couses SMBC OI0AN RIS | - Whkide Risdiry Dyration 1/6/2020 - 2/7/2020

[ con 2 couress redts 3 Type 50 Grade parsng CEUs 0,00
Schedue

Sebmt |

Instnatoes Tha,

Sotal Regrstered Courses 0 Total Registered Credts 0
Sotal Regestored CEUs O
Yotal Awating Apgroval 2 Total Awabing Approvad Cradts 6

Acadwmic Information for 2000/ Wirtwr
ProgramyDegruaOurniouium Post Socandary /Diptoma/Dp ENRY
Achemor Test, Adwnor Class Level Level ) FulPart T Full Tene

Once your program advisor has approved them, the Total Registered Courses will no longer be zero
and your Total Awaiting Approval will change to zero. Then you know that you are completely
registered.

At any time throughout the Registration process, please feel free to ask questions or for assistance
from your program advisor or from your Admissions Officer.

~11 ~
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Bills and Payments

As an Aurora College student you will need to pay for your tuition, fees, textbooks, rent, etc. With
MyAC Self-Service, you can review your account, make a payment or obtain a statement at any time.
Simply login to MyAC Self-Service and click on the ‘Finances’ tab. You will have the option to review
your ‘Balance’ to review a ‘Statement’.

Charges and Fees

During the Registration process, Aurora College will add a charge to your account for your Tuition
and Fees. If you are living in Residence, we will add charges monthly for your Rent and Laundry Fees.
If you purchase textbooks from us, we will add those costs to your account. You will then need to go
in and pay those amounts through the options available online.

Review the charges on your account:

Select the ‘Balance’ menu item under the ‘Finances’ tab
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Apply Vayment 1o

JUAN/Eall |
Amount

Mk o Mgt

Next, select the Period / Term dropdown under the options menu. Select the current term for
current charges. This will be 2020 Fall for this coming fall term. Select the View options (ex.
‘Balance Summary’ button for an overview of all charges) that you desire. Then click the ‘Change’
button on the left panel to update the right panel and view the charge details.
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Payments

You can make a VISA or Mastercard payment or debit card payment through MyAC Self-Service.
This is the quickest and most efficient way to pay your outstanding balance.

Make a payment on your account:

After you have reviewed the balance on your account, in the ‘Make a Payment’ section of the left
panel, select the Petiod / Term (ex. 2020 Fall) in the ‘Apply Payment To’ dropdown box. Then
enter the amount you want to pay in the ‘“Amount’ field and click the ‘Make a Payment’ button.

i or
aunons EU ~
25 C0uc: For Our North
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Batance  Statement
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Note: You will receive a warning message stating that you will be redirected to a website
outside Self-Service; click the OK button to go to the payment website.

Provide the credit / debit card information and follow the instructions on the payment website to
pay your balance. Once the payment is done, you will be redirected back to Self-Service. If the
payment was completed successfully, your balance will be updated immediately.
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A vt E
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Mahe a4 Payramnt .
Summaly Type: Faymanes Tersk 2,000.00;
Apply Payment Te b ¢ i
| 3019 Fall | Date Penad Typa Dascription Amam
At 12213219 2015/Tel Cooh Racest Crbina Payment vy Sell Garnce ¥1200,08
Moke a Faymmnt Summinty Trpe: Tuten ot $1,800.00
Date rerod Type Descrption Amoust
LwIote 2019/1e0 Cracpe AT uion - TRIOIPS 12.300.00
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Transcripts

Transcripts are statements of the courses you have completed and your grades. They are sometimes
required when you are applying to other schools, applying for scholarships, proving you completed
your year of study to your funder, or just to confirm that your records are accurate. In MyAC Self-
Service you can print your own Unofficial Transcript or request an Official Transcript.

Unofficial Transcript

You can print an unofficial transcript quickly in MyAC Self-Service. This may be all you need for your
funder or for a scholarship. It is also useful for verifying your grades.

To print an unofficial transcript, select ‘Unofficial Transcript’ under the ‘Grades’ tab. You can review
your grades on the screen. Then click the ‘Print Transcript’ option on the left to print the transcript.

T30 veaten
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Unofficial Transcript

Aurora College System
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Aurora College
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Request for Official Transcript

You can request an official transcript quickly in MyAC Self-Service. An official transcript is often
required when applying to another College or University. You do NOT need to request an official
transcript from Aurora College if you are applying to an Aurora College program. Before you begin,
make sure you have the address to which the official transcript will be sent.

To request an official transcript, select the ‘Request Transcript’ menu item under the Grades tab. Fill
the online form and click ‘Submit Request’.

~ 14 ~
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You will be redirected to the confirmation page along with the Billing Information for the request.
Click the ‘Continue’ button to pay the amount online.

The request is confirmed once the payment is made. The Office of the Registrar will process the

request and send the official transcript to the address on the request. It may take a few days to
process the request. The official transcript will be mailed by regular mail service.

~ 15 ~
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Updating Your Contact Information

It is important that you ensure that Aurora College has your current contact information. This
includes your current phone number, email address and mailing address. If we do not have your
current information you may miss out on important communications. To access your contact
information, go to the ‘My Profile’ tab in MyAC Self-Service.

Update Phone Numbers

To add or edit your phone numbers, click on the ‘Phone Numbers’ menu item.

Wome | Registes | Classes Finances I Grades Soarch m Consents & Reports

Arouct Informeten Farsonal Informatien Addrweser  Thone Rumbers

Phone Numbers
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Add s Phuns humber |

To add new numbers, click on “Add a Phone Number’ and enter the phone number along with
the phone type and description. We recommend that you keep a current cell phone number on

file while you are enrolled in school. You can have multiple phone numbers in your profile

ey
RORA psix 2
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Fill in all of the information on the form and then click the ‘Save’ button to add the phone number to
your profile.

To edit your phone numbers, click the grey ‘Edit’ button on the right-hand side of your list. Update
the fields on the form and click save. Be sure to identify your primary phone number.

~ 16 ~
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Update Addresses

To add or edit your mailing addresses, click on ‘Address’ menu item under the ‘My Profile’ tab. You
MUST have a ‘Preferred’ address on your profile. You can add a new address such as a summer
mailing address, your parents’ address, or a new address to which you are moving. You should also
have a school address in your profile if you are living in residence.

1 Home l Register l Classos l Finances l Grodes I Search m Consents & Heports

Accaunt Infarmation Parsonal tnformation Addrasses Phone Numbers
My Address

My Address
Currant Prafoarred New Manage

Add Address

dd Typel Parmanent Address Moving soon? View and Manage all of

Manage Addresses 50 Conibear get up and schedule a your existing address
Yellowknife, NT X0E 0Y0 future address change, Information,
Cunadu

i Add Addrass ! Manage Addressas

[ wdit Address

Click the ‘Add Address’ option to add new address. Complete all of the fields and then click ‘Save’.
The address change will be sent to the Office of the Registrar for approval. The status will show as
‘Pending’ until the address is approved.
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Once the address is approved, you have additional options like ‘Edit’, ‘Delete’ and ‘Make
Preferred’. Click on ‘Manage Addresses’ in the left menu.
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