Manual: How to Create an NCAN User Account

The National College Access Network, Building Blocks, and the National College Access Program
Directory web sites have secured areas that require a user account. This manual will assist you with

creating such account.

National
College
Access
Network

logm Crearm Aceasmt

‘Home | About Uz lntatve:

NCAN Welcomes 6 New Members

The Hasznzl Colege Az

De La Sk Wddie Sthool Grafuaee Support Program v icazalume. oo

o Cokege & « Program wocap o
Partaersilp Schalars u arircrabipicaciam o
Tr-Cies Coliege Actess Retwork

Sappordag lndaiiuals:

Mr. Swart Kachzar

Ms. Latya Thamas

Weico™e 12 20 How Mzmeerzl To read moee abawtthem zizaze ek 2o,

S2a0h NCAN

Bullding Connections. Advancing Equity. Promoting Success

Wembers Orly Join

Hewoek (NCAN) 12 pleased 12 2nmounce he 2dohion of § new memiBers to he organtsydzn Toe nzw members 2

Our Nembers l Comizronces Resources Evears

Upeeming Bvents

LIDMAS Cammani.
Cembar 12, 291
TN Setrandey

12

[RTETIRG IR Tl e
19 Untoter T3 M
pre— 301V Modecaday

VITINAE tal.
26. feratar 35, M99

TN T ety

College
o
Network:

National College Access
Program Directory

National
} College
. Access
GREAT LAKES Network

Welcome! This national directory of college access programs is a free online resource
for students, parents, counselors, and researchers and those operating college
access programs. To find a program in the directory or add/update program data,
Home follow the links below.

About the Dirsctory

Find a Program
Add Program to Add or update Generate
Database program data reports

Ganerate Reports

Useful Resources
Search the directory for
college access
programs.

Take a survey to add Generate real-time
your program to the reports of directory
diractory or update your data.

Pathvays to
College Network

Website answers.

National College
sy r—
Website

Disclaimer: Though we try to keep this directory both current and accurate, the National College
Access Network and Pathways to College Network make no express or implied warranties for
this product, and are not responsible for any errors, omissions, or damages resulting from use
of this information.

© 2006-2008, Pathways to College Network and National College Access Network. All rights
reserved.
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Starting a college access arganization In your community takes planning.

NCAN can help. from developing a framework to build and run your organization,
to helping you set up an advisory services program, you'll find hundreds of strategies
and best practices here. Below are the Building Blocks to a successful

anization

college access o

-~ e

Start here.

Leam the management basics you need
to build and run a college access
organization in this first Building Black.

Starting 2

.then explore 7 service options..

Orscover how to implement the seven
basic services common to successful
college access organizatons n this
second Building Block.

dult Leamer Services

..finolly, see college occess in oction.
Thare is no single best way to provide
college access services: i's mportant to
select a model of service delivery that
meets your community’s needs.

Explore this final Building Block to learn
abaut the five models of coliege access.

Classic College Access Program
College Access Resource Center
Statevude Collaqe Access Network
Colleqe Access Information & Referral
System

Web-based College Access Portal

If you have questions, please feel free to contact the National College Access Network’s Database and

Events Coordinator, Brenda Finkel at finkelb@collegeaccess.org or 202-347-4848 ext. 209
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CREATING AN ACCOUNT

Click the CREATE ACCOUNT button located above the top navigation bar on the web page. See

circled links in the images below.

National Login Create Account Search NCAN
College : ; )
= Access Building Connections. Advancing Equity. Promoting Success
Network
Home | About Us ‘ Initiatives | Members Only | Join ‘ Our Members | Conferences

ual Conference
2-14, St. Louis

Learn
More!

———— D

Need help creating an account? (pd

National College Access ﬂ
Program Directory e Coare

Network
o

CREATE ACCOUNT |, JGIN

A National
} College
Access

GREAT LAKES Network

Welcome! This national directory of college access programs is a free online resource
for students, parents, counselors, and researchers and those operating college

access programs. To find a program in the directon

or add/update

program data,

NOTE: For the Program Directory, each username can only manage one profile. If your organization
will have or has multiple entries, a different username must be created for each program profile. You
may wish to share a list of usernames and passwords if multiple persons in your organization are

expected to enter and update information on a regular basis.

SAME ORGANIZATION, DIFFERENT USERNAME
EXAMPLE

Program: University of America (Upward Bound)
Username: uaub
Password: uaubpwd

Program: University of America (Talent Search)
Username: uats
Password: uvatspwd

There are three steps in creating an account.
The image on the left shows the first step of
the registration process; CREATE LOG IN
ACCOUNT.

You will notice that the required fields are
denoted with an (*) asterisk. The email address
you provide must be valid because a
confirmation message will be sent to your
email address upon clicking the NEXT button.

e TE——)

National Stepl:
College Create Log In
Network Account

First step, please input the following log in account information. Your Username and
Password will be used for future access to the NCAN web site. This information can be
updated at anytime. Fields marked with an "*" are required.

First Name*
Last Name*
Username*
Email Address*
Password*

Confirm Password*

O

Are you a NCAN Member

Proceed to Step 2...

Click the NEXT button to proceed to step 2 of the account creation process. Your account will
not be processed until all steps are completed.

Are you having difficulty with your account?

Contact ncan@collegeaccess.org for assistance.
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NOTE: Please remember to write down your user name and password and keep them in a safe place.

The second step (see image on the left), INPUT CONTACT INFORMATION, asks that you provide
information about how to contact you.

From Step 1, your first and last name, as well as your email address is “brought over” onto this page.

As you complete the form, you will see the ORGNIZATION field. The ORGANIZATION SEARCH
link under the field provides an opportunity to check to see if your organization’s information is already
on file. Begin by typing at least two (2) characters in the ORGANIZATION field then click the
ORGANIZATION SEARCH link.

If you do not enter at least two characters, you will receive an alert (see below) to remind you to do so.

After entering the first few characters of the organization

,B Please enter the first bwo characters (or more) of the organization name you Would hke to SearCh, a results WindOW Wlll Open (See
image on the left). Should you see your organization,
please click on the corresponding ORG# link.

/ Organization List - Microsoft Internet Explorer i [
J File Edit ‘iew Favorites Tools  Help | ;','
JAgdress Iﬂj http:,l’p’members‘cullegeaccess.Urg,l’cgi-binfurganizatiundll.dll;’L\st?ORGNAI\'j a Go |J & Snaglt E L'
=l

Search results, Click an Org # hyperlink to select.

To search again, type in first letters (minimurm two) and click go: I Gol

org # Marne City State

763 Rice University Houston T

6010 Rich Mountain Comrnunity College TRIO Programs Mena AR

4530 Richardson ISD Richardson T=

4531 Richfield Senior High School Richfield MM

4532 Richland I 5D COLUMBIA SC

4533 Richland IT 5D Columbia 5C

4534 Richland School District SHAFTER Ch

4538 Richmond Area Schalarship Program Richrmond VA

4538 Richrmond City SD RICHMOND WA

400 Richmond Camrnunity Action Pragram Richrmaond WA

4537 Richmond Heights Lacal S0 Richmond Hts OH

6593 Richmond Times-Dispatch Richmond WA

[

[&] Dore & Internet 4
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Upon selecting the organization, you will see that mailing and phone information will auto populate the
form; you will have an opportunity to complete the remaining required fields. The image on the right
depicts the option to type in your own organization information.

Collige Edit Contact
< Access Information

Network

any= Washington

tate District of Columbia [&]
Country usa [5]

p Code: 20038
Phone Numbar® 202-247-4843
Fax Number 202-530-4292

Click the NEXT button at the bottom of the page to go to Step 3.

The next page informs you to CONFIRM your account by going to your email inbox and locating the
message sent to you by support@collegeaccess.org (see next page).

PLEASE NOTE THE FOLLOWING:
1. Your account will not be processed until your email is confirmed.

2. If you created an NCAN login account prior to March 9, 2007, your account will work without
confirmation.
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Please follow the instructions on your EMAIL CONFIRMATION page to confirm the account.

The ACTIVATION CODE is NOT YOUR PASSWORD.

National
College
Z Access Log ln
Network
You are entering a secure area which requires a login.
Please proceed with one of the following options:

My Account Log Out

National
College
Access
Network

My Account Links NCAN Links

Are you having difficulty with your account?
Contact nzan@colisgescoess org for assistance

My Account

After clicking the CONFIRM ACCOUNT
link in the email message, a browser will open
to a login page (see left). Please use the
password you created in Step 1. Now hit the
SAVE button.

You will be taken to the final page,
ACCOUNT CREATION COMPLETE! (see
right image). This portal entry page has links
to a number of places:

My Account Page

National College Access Network
Building Blocks

National College Access Program
Directory
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