ALL THINGS GRADES, MAKE UP WORK, CLASS MATERIALS, ETC. ARE

YOU MUST GET YOUR HS COUNSELORS HANDLED BY YOUR COLLIN COLLEGE PROFESSOR

APPROVAL TO START DUAL CREDIT, ADD A MS. BARBER WILL COMMUNICATE REMINDERS, DEADLINES,
COURSE, DROP/WITHDRAW FROM A REQUIREMENTS VIA EMAIL SO CHECK YOUR EMAIL OFTEN
COURSE, CHANGE YOUR SCHEDULE, ETC. (PERSONAL AND PISD)

- MS. BARBER AND COLLIN COLLEGE ISNTRUCTORS ARE NOT
ALLOWED TO TALK TO ANYONE BESIDES THE STUDENT UNLESS

CLICK HERE: GIVEN PERMISSION BY THE STUDENT - STUDENTS MUST
COMMUNICATE THEMSELVES OR GIVE PARENT PERMISSION
COURSES OFFERED (INSTRUCTIONS BELOW)
LINKS/RESOURCES

APPLY HERE

DUAL CREDIT CHECKLIST
PERMISSION FORM
REQUIREMENTS - TSI
DUAL CREDIT WEBSITE

TRANSCRIPTS | coLLIN.EDU | ONE LoGIN PORTAL | couGARWEB
TECHNOLOGY SUPPORT | SEARCH FOR SYLLABUS | CALENDAR
COLLIN - FINANCIAL AID mm PISD DC WEBSITE

m DROP/WITHDRAW POLICY M

HOW/TO®:
SET UP ONELOG],

MORE QUESTIONS? RESOLVE ONELOGIN ISSUES
BAILEE BARBER NAVIGATE WORKDAY
COLLIN COLLEGE - OMPLETE ACTION ITEMS/HOLDS
COLLEGE AND CAREER COUNSELOR IKE A PATHE
PWSH Counseling Center - JPPLY FOR ACCOMODATIONS
Office A1040 "ADD PARENT PERMISSIONS

bbarber@collin.edu
bailee.barber@pisd.edu

UPDATE PERSONAL INFORMATION


https://www.applytexas.org/
https://www.collin.edu/studentresources/testing/availabletesting/tsi_full-exemptions.html
https://www.collin.edu/express/dualcredit/index.html
https://www.collin.edu/register/transcripts.html
https://www.collin.edu/
https://collin.onelogin.com/login2/?return=eyJ0eXAiOiJKV1QiLCJhbGciOiJIUzI1NiJ9.eyJicmFuZF9pZCI6Im1hc3RlciIsInVyaSI6Imh0dHBzOi8vY29sbGluLm9uZWxvZ2luLmNvbS8iLCJmZl9tdWx0aX
https://cougarweb.collin.edu/api/core/saml_sso/
https://www.collin.edu/aboutus/helpdesk.html
https://collin.campusconcourse.com/search?timeframe=current_future
https://www.collin.edu/calendars/pdfs/2024-2025%20Academic%20Calendar%20Update%204-12-24.pdf
https://www.collin.edu/financialaid/index.html
https://studentaid.gov/h/apply-for-aid/fafsa
https://www.highered.texas.gov/our-work/empowering-our-students/tasfa/
https://www.pisd.edu/Page/22190
https://www.collin.edu/studentresources/disabilityservices/index.html
https://www.collin.edu/register/withdrawal.html
mailto:bbarber@collin.edu
mailto:bailee.barber@pisd.edu
mailto:bbarber@collin.edu


1. Go to collin.onelogin.com/portal
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2. [bookmark: _GoBack]Click on Workday
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3. Click on “Awaiting Your Action” or the inbox at the top
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g((){LEGl?ET How to Provision Third Party Access

collin.edu

\ /
‘,@: Overview

The Family Educational Rights and Privacy Act (FERPA) affords eligible students certain rights with respect to their

education records, including student financial accounts. Students may authorize third parties (parents, guardians,
or other applicable third parties) to some areas of their Workday student account, allowing them to grant access
to financial information, pay their bill, and/or view their grades or class schedule.

Helpful hint: Students decide who to give access to their information and the access that they grant. They are
responsible for adding, changing, and removing third-party access at any time.

Adding a Third Party and Setting Permissions

There are three required steps to set up third-party access for a parent, guardian, or other designated
third-party user.
1. Navigate to your profile from the home page and select View Profile.
Select Contact from the menu on the left.
Select Friends and Family.
Select Add.
Select a Relationship Type from the drop-down menu then check Is Third Party User box.
In the Name tab, enter the Country, First Name, and Last Name of the third-party user.
In the Contact Information tab, enter Email (required), and Phone or Address (optional).
Select OK and Done.
After you’ve added a third party, you must grant them permissions.
a. Select Actions next to the third party’s name, followed by Manage Permissions for My
Third Party then select OK.
b. Check the box next to Allowed for each task you want the third party user to have
access to. Select OK when finished.
c. You will then be prompted to provide the Purpose of Waiver and confirmation by
checking the box. Select Submit when ready.
10. You can edit permissions for each third party you designate at any time by following steps 1-3,
followed by 9a-9c.

LWoNOULRWN

Third Party Access
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COLLIN Completing New Dual Credit Student Onboarding Items
COLLEGE

collin.edu

Overview

This guide outlines Workday tasks and processes for New Student Onboarding.

Start New Student Onboarding

1. Either using a link in CougarWeb or Onelogin, Log into Workday and navigate to your Home
Page and select the My Tasks icon to the left of your profile picture. Students will have a profile
picture after orientation and Onboarding steps (Getting a Student ID Card) are completed.

2. Registration Requirements (Onboarding Tasks) assigned to you will be visible under the
Awaiting your Action section of the home page.

3. Complete each task assigned.

a. See the list below for information and instructions on completing onboarding tasks.
i. Depending on your program of study and details provided to Collin College,
each task listed below may be presented in a different order or may not be
applicable.

New Student Onboarding Items

e Complete Dual Credit Permission Form and turn into HS Counselor *REQUIRED*

e Complete Campus Safety Training *REQUIRED*

e Submit Proof of Vaccination: Upload proof of your vaccinations - ONLY FOR ON STUDENTS TAKING
COURSES ON COLLIN COLLEGE CAMPUS.

e TSI (Texas Success Initiative): TSI is the method in which you will demonstrate college-readiness in
the areas of reading, writing, and mathematics. You must meet minimum TSI requirements to enroll
as a student. *REQUIRED*

e Review my Home Contact: Home Contact Info will appear in your profile based on your application.
You will need to review this information for accuracy and make updates as needed.

e Review my Personal Info: Personal Info will appear in your profile based on your application. You
will need to review this information for accuracy and make updates as needed.

e Review my Friends and Family: This feature allows you to add emergency contacts, third parties,
and more.

e Review Permissions for my Third Party: Once you’ve added someone to My Friends and Family, you
can grant them Third Party Permissions by checking the box. Please see (insert link to “How to
Provision Third Party Access to Workday” instructional guide here) for more information on managing
permissions for third parties.

e Consent to Receive 1098-T Electronically: You will be asked to give consent to receive your 1098 tax
form electronically instead of via mail.

Completing Onboarding Items







How to Resolve Onelogin Issues

Onelogin is a single sign-on and identity management tool for applications. Once you are logged in, you
will have single click access to applications such as Canvas, Office 365, and many more applications based
on your permissions. You will be required to download the Onelogin Protect app to access your Collin
College online resources.

Account Setup

1. Download the Onelogin Protect app on your phone

Login to https://collin.onelogin.com/ with your collin.edu email and password (emailed to you from
helpdesk@collin.edu). When prompted, click on “Begin Setup” > “Activate”

Open the Onelogin Protect app on your phone

Click the + button to add your account

With your smartphone scan the QR code on the computer in the OnelLogin app

You may be prompted to add the OnelLogin extension to your browser. You can select Add OneLogin
extension (if available) or select skip

7. After the extension prompt, you should see the OnelLogin Portal with access to Collin services

N

o v e w

Forgot Your Password

1. Go to http://collin.onelogin.com > Click Forgot Password > Enter your username
2. Depending on how your account is configured, you will see one of two screens:
a. Reset your password via email
b. Reset your password with the OneLogin app
3. If this option does not work for you, please follow the steps below under “Still Can’t Login?”

Still Can’t Login?

If you are unable to login to your Onelogin account, reset your password, or lost your
username/password, then please complete this OnelLogin help form for students. This link can also be
found under “Still Can’t Login?” at https://www.collin.edu/academics/ecollin/onelogin.html

You will be asked to provide the following information:
o First Name
Last Name
CWID
Date of Birth
Collin Email Address (this is your OneLogin username + “@collin.edu”
Personal Email Address
Select the Issue (drop down menu)

O O O O O O

Additional Resources

e Onelogin Resources - https://www.collin.edu/academics/ecollin/onelogin.html
e Student Technical Support: 972-377-1777




https://collin.onelogin.com/

http://collin.onelogin.com/

https://www.collin.edu/academics/ecollin/onelogin.html
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How to Navigate your Student Profile in Workday via

Student Self Service

Overview

Workday enables students to easily view, update, and complete self-service tasks. Instructional guides and other
resources are available to help you navigate through Workday processes. This guide is intended to help you

familiarize yourself with the Workday Homepage, Workday search functionality, and your Student Profile.

Workday Homepage Overview

e Awaiting your Actions: Shows inbox items that are awaiting action, including due dates.
e Timely Suggestions: Shows non-urgent action items.

e Your Top Apps: Shows your top apps based on usage.

® Announcements: Shows most recent announcements and student holds.

e Recommended for You: Shows suggested reading.

Personalizing Your Home Page

1.
2.

w

Log into Workday and navigate to your Home Page.

On the right side of the screen, you will find Your Top Apps.

a. Your Apps that appear here will change over time based on your usage patterns.

You can view all apps available to you by selecting View All Apps or selecting the menu on the top left.
Once the app menu is selected, you can customize the display by selecting Edit at the bottom of the
screen. Drag and drop the apps in your order of preference and Save Changes.

To add a Shortcut navigate to Menu ->Shortcuts -> “+Shortcuts”.

Find a shortcut (can be a task, report, or external link) using the search bar and click “+”.

Searching in Workday

Workday makes it easy to search for people, tasks, reports, and business data using the Search box. Results
you will see are based on your level of security and access granted. To make your search most effective:

e Use specific search terms.
e Keep in mind that searches find exact matches.
o If you misspell the search text, likely no results will return.
o If you search partial names or terms, the results may not display partial matches (e.g. if you
search for Alex, the results may not display the name Alexander).
e Search prefixes will restrict the results to a particular type of Workday object. To return a list of all
search prefixes available to you, enter a question mark (?) into the search box and hit enter.
e Workday saves your most recent search results and queries.
e After hitting enter on your search, use search categories for specific terms and to filter results.

Note: Configure Search can be used to set the priority of categories you prefer.

Lorem Ipsum Dolor
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Student Self Service

Navigating to Your Student Profile

1. Login to Workday and select your Profile Icon from the top right corner. Note: If you have a photo
associated with your Collin ID, the photo will display in place of the profile icon.
2. Click View Profile.
3. From the Summary tab of any Workday profile, you may see a tile with headings corresponding to your
roles as a Student and as a Worker as Workday separates these out.
a. If you have both types, your profile card type will default to your worker profile.
b. Select the link (your name) beneath the Student heading to switch to your student profile.
c. Select the link (your name) beneath the Student Prospect heading to switch to that profile.

Student Profile Details

Your Student Profile organizes related information and tasks applicable to being a student at Collin College.
Details are organized through tabs on the left side menu. You can click on any of these tabs to view its
contents.

Read below for an outline of tabs that will appear on your student profile.

Student Profile Tabs

Summary The summary tab shows Student Information, Academic Progress, Account

Activity, Current Classes and your Housing Assignment.

Personal The Personal tab includes subtabs for your Name, Personal Information, IDs,

Documents, and Housing information.
Contact The Contact tab shows your Institutional and Home Contact information.

Academics The Academics tab includes an overview of your Program of Study, Current
Classes, Plan, Academic History, Academic Progress, and External Records

(transcripts and test scores).

Student Financials The Student Financials tab shows your Transaction Summary which includes
your Total Account Balance and amount Due Now. There is a second subtab

called Due Now Details where you can view your balance details further.

History The History tab will only appear if you have notes or engagements on your

records.

Lorem Ipsum Dolor
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Student Self Service

Action Items and Holds  The Action Items and Holds details contains information regarding your
Financial Aid, Admissions, and Onboarding, as well as any Holds on your
account. Action Items will also populate in your Inbox/My Tasks. Completing
these Action Items will help you work through any potential Holds that have

been placed on your account.

Military Details This tab displays Military relationship and Veteran benefits.
Athletics The tab shows both current athletic team participation as well as past.
International This tab displays bio-demographic information and Immigration information

on International student.

Note: you will only be able to see some of the profile details if the student is part of them.

Lorem Ipsum Dolor







Collin College | Onelogin

Download the OneLogin App for iPhone
1. Open the App store.

A

App Store

2. Atthe App store, at the bottom, click to Search for Onelogin Protect and select it.
3. Click Get to download and install the OneLogin Protect App.

4 Safari v 1| T 116 PM 10 E9%
 Today
Onelogin Protect
@ COnelegin, LLC
GET m
KRR & & & & ¢ #174 4+

Collin College Technology Services
Last Updated: 2020-07-08





Collin College | Onelogin

4. You may be prompted by the App store to Sign in using your Apple ID.

App Store Cancel

Sign In with Apple ID
Enter the password for
jdoe@gmail.com to authorize this
transaction.

5. Once the App downloads and installs, click Open to open the Onelogin Protect app.

« Safari g1 T 117 PM T D eNE
£ Today
OnelLogin Protect
OneLogin, LLC
a
CHE & & &+h+d #74 4+

Collin College Technology Services
Last Updated: 2020-07-08





Collin College | OnelLogin

6. The Onelogin Protect will open.

« App Store ui| T 117 PM WD 70%E )

Protect

Version 4.4.2

7. You will get a message that the Protect App would like to send you notifications. Click Allow.

Onelogin Protect

“Protect” Would Like to Send

You Notifications
Notifications may include alerts,
sounds, and icon badges. These can
be configured in Settings.

Don't Allow

Collin College Technology Services
Last Updated: 2020-07-08






WORKFORCE DUAL
CREDIT

CONCURRENT
ARTICULATED CREDIT CREDIT DUAL CREDIT

HS CAMPUS
COLLIN CAMPUS (AT COLLIN OR
OR ONLINE ONLINE SUMMER
ONLY)

HS CAMPUS OR COLLIN

COURSE IS HELD CAMPUS

ON HS TRANSCRIPT, UPON UPON
COLLEGE CREDIT IS COMPLETION OF COMPLETION OF
AWARDED AFTER HS THE SEMESTER, THE SEMESTER,
GRADUATION AND WITH ON COLLEGE ON COLLEGE AND
EARNED 3 CR HRS TRANSCRIPT ONLY HS TRANSCRIPT

UPON COMPLETION OF
THE SEMESTER, ON
COLLEGE AND HS
TRANSCRIPT

CREDIT IS
AWARDED

TYPICALLY DOES HS DECIDES

HS GRADUATION HS DE:::E: ﬁgUGRRsAE: WILL NOT MEET HS COURSES WILL TYPICALLY SATISFIES

REQUIREMENTS REQUIREMENTS GRAD MEET HS GRAD HS ELECTIVE CREDIT
REQUIREMENTS REQUIREMENTS

ANY COURSE CORE ACADEMIC
PRINCPLES OF HEALTH STUDENT MEETS COURSES LIKE
SCIENCE COLLEGE PREREQ ECON, ENGL,
TO ENROLL GOVT, MATH

HEALTH SCIENCE,
WELDING, COMPUTER
NETWORKING

COURSE
EXAMPLES

READING/WRITING MATH COMPOSITE

945 & S ESSAY OR SELARDIAG & 6

ESSAY DIAG 950 OR 6 MATH DIAG N/A

480 N/A

PSAT WAIVER 460 N/A
ALGEBRA | 4000 & 70

STAAR WAIVER ENGLISH Il 4000 SEMESTER GRADE ALGEBRA N/A

COLLIN COURSE(S) COLLIN COURSE NUMBER HS CREDIT EQUIVALENT

ENGLISH Il OR ENGLISH IV

11TH OR 12TH (0.5 CREDIT)

COMPOSITION | & I ENGL 1301, 1302

WORLD LIT
MUST HAVE COMPLETED
ENGL LANG OR AP ENGL
LANG EXAM W/ 4 OR 5

ENGL 2332, 2333 ENGLISH IV (0.5 CREDIT)

US HISTORY | & I

FEDERAL GOVT
PRINICIPLES OF ECONOMICS

COLLEGE ALGEBRA

PRECALCULUS

ELEMENTARY STATISTICS

HIST 1301, 1302 US HISTORY (0.5 CREDIT)

GovT (0.5 CREDIT)
ECON (0.5 CREDIT)

FALL MATH CREDIT (0.5
CREDIT)

GOVT 2305

12TH

12TH

MATH 1314 11TH OR 12TH

SPRING MATH CREDIT (0.5

MATH 2412 CREDIT)

11TH OR 12TH

SPRING MATH CREDIT (0.5

MATH 1342 CREDIT)

11TH OR 12TH

CALC lll MUST HAVE
COMPLETED AP CALC BC
EXAMW/ 4 OR 5

MULTIVARIABLE FALL

MATH 2415 CREDIT (0.5 CREDIT)

12TH

MULTIVARIABLE SPRING

MATH 2320 CREDIT (0.5 CREDIT)

DIFFERENTIAL EQUATIONS 12TH

— —
= o
= =

FOURTH SCIENCE CREDIT
(0.5 CREDIT)

BIOLOGY FOR SCIENCE

MAJORS | & I BIOL 1406 & 1407

HSA T1TH OR 12TH






STUDENT FINANCIAL
SERVICES

FALL 2024

SET UP DIRECT DEPOSIT

OneLogin > Workday > Financials Hub >
Suggested Links > Transact Payment > \ O
Sign Up for Direct Deposit Refunds > = -
Sign Up > Agree to Terms & Conditions >
Continue > Enter Financial Information >
Continue > Complete

/ PAY ONLINE

OnelLogin > Workday >
® Financials Hub >
=) Suggested Links >
Transact Payment >
PAY Make A Payment > Checkout >
\ Enter Financial Information >
Continue > Pay

ACCESS STATEMENTS

OneLogin > Workday > Financials Hub >
Statements and Documents >

View Statement > Select Academic Period >

OK > Generate PDF >

Click on blue pdf link in top right corner to print

SET UP A PAYMENT PLAN

OnelLogin > Workday >
Financials Hub > Suggested Links >
Transact Payment >
View Payment Plan Options >
Enroll in Plan >
Agree to Terms & Conditions >
Continue >
Enter Financial Information >
Agree to Auto Pay Terms & Conditions >
Continue > Verify Correct Information > Pay

@ studentfinancials@collin.edu

EHh‘ﬁ

972-548-6616 option 4

www.collin.edu
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COLLIN Updating Personal Data
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Overview

Workday allows you to maintain personal data within your profile. This information is visible to you and select
members of student support services, not fellow students or employees.

View and Update Personal Data

1. Navigate to your profile by clicking your photo in the upper right corner of the Home page. Select
View Profile.

2. Click Actions and hover over Personal Data

3. Select the action you wish to take from the list below.

a. Change My Home Contact Information - Make adjustments to email, home address, or
phone number.

Change My Work Contact Information

Change My Emergency Contacts

View My Emergency Contacts

View my Primary Address Changes

Change My Personal Information - Includes Gender, Date of Birth, Marital Status,

Race/Ethnicity, Tribal Affiliation, Citizenship Status, and Military Service.

g. Change My Legal Name - Requires legal documentation including a court order,
marriage license, driver’s license, or divorce decree.

h. Change My Preferred Name - Updates your name on course rosters, Canvas, and your
Workday student portal. Your legal name will still appear on official documentation.
Preferred name change requests are subject to approval by the Registrar’s Office.

i. View My ID Information - This displays the National ID information provided during
enrollment.

I

Add/Edit/Remove Emergency Contact

Workday allows you to view and update your emergency contact information. This information is visible to you
and select members of Collin College, not fellow students.

1. Navigate to your profile by clicking your photo in the upper right corner of the home page. Select View
Profile.
2. From the pane on the left, select Contact. Then, open the Friends and Family tab.
3. Select Add, then select Emergency Contact from the Relationship Types field then fill out the required
information below for your Primary Emergency Contact:
a. Legal Name
b. Relationship - Note the contact’s relationship to you.
c. Preferred Language
d. Name Tab: Include First name and Last name.

How to Update Personal Info
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e. Contact Information Tab: Phone, address, and or email
4. You are also able to add additional emergency contacts, or edit/delete existing contacts. You can add
additional contacts by selecting Add and following steps 1-3. To edit/delete existing contacts, expand
the Related Actions next to the contact you want to update, hover over Emergency Contact Details,
and select Edit or Remove.

How to Update Personal Info
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Navigating to Your Student Profile

1. Login to Workday and select your Profile Icon from the top right corner. Note: If you have a photo
associated with your Collin ID, the photo will display in place of the profile icon.
Click View Profile.
From the Summary tab of any Workday profile, you may see a tile with headings corresponding to your
roles as a Student and as a Worker as Workday separates these out.

a. If you have both types, your profile card type will default to your worker profile.

b. Select the link (your name) beneath the Student heading to switch to your student profile.

c. Select the link (your name) beneath the Student Prospect heading to switch to that profile.

wn

Student Profile Details

Your Student Profile organizes related information and tasks applicable to being a student at Collin College.
Details are organized through tabs on the left side menu. You can click on any of these tabs to view its
contents.

Read below for an outline of tabs that will appear on your student profile.

Student Profile Tabs

Summary The summary tab shows Student Information, Academic Progress, Account

Activity, Current Classes and your Housing Assignment.

Personal The Personal tab includes subtabs for your Name, Personal Information, IDs,

Documents, and Housing information.

Contact The Contact tab shows your Institutional and Home Contact information.

Student Financials The Student Financials tab shows your Transaction Summary which includes
your Total Account Balance and amount Due Now. There is a second subtab

called Due Now Details where you can view your balance details further.

History The History tab will only appear if you have notes or engagements on your

records.

Lorem Ipsum Dolor
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Student Self Service

Action Items and Holds  The Action Items and Holds details contains information regarding your
Financial Aid, Admissions, and Onboarding, as well as any Holds on your
account. Action Items will also populate in your Inbox/My Tasks. Completing
these Action Items will help you work through any potential Holds that have

been placed on your account.

Military Details This tab displays Military relationship and Veteran benefits.
Athletics The tab shows both current athletic team participation as well as past.
International This tab displays bio-demographic information and Immigration information

on International student.

Note: you will only be able to see some of the profile details if the student is part of them.

Lorem Ipsum Dolor












