How to Register for Classes in Workday

To begin registering, go to the EC3PA home page at ec3pa.org. Select the Student Resources tab at the
top and then click on the MY EC3 tab.
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Blackboard

Blackboard

My EC3

This will open the log in screen. Type in your Erie County Community College email address. If you do
not know what your EC3PA email address is, please contact Admissions at admissions@ec3pa.org or
814-413-7028.

ERIE COUNTY
Sign in

cgull@echa.o|'g|

Can't access your account?


mailto:admissions@ec3pa.org

Next, enter your password. For new students you will use the temporary password that was e-mailed to
your personal e-mail address after you applied.

m ERIE COUNTY
+ cgull@ec3pa.org

Enter password

Forgot my password

Welcome to the Erie County Community College!

A “More information required” window will pop up. Please choose “Next”
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cgull@ec3pa.org

More information required

Your arganization needs more information to keep
your account secure

Use a different account

Learn more

You will then be asked to download the Microsoft Authenticator App to your phone. You also have the
option to use your phone number to receive a text. In this scenario, we will be using the text option.
Please select the “l want to set up a different method” link at the bottom of the window.

Microsoft Authenticator

e Start by getting the app
On your phone, install the Microsoft Authenticator app. Download now

After you install the Microsoft Authenticator app on your device, choose "Next”.

want to use a different authenticator app

| want to set up a different method

This drop down menu will open. Please select Phone.



Choose a different method <

Which method would you like to use?

Phone e |

Phone I

Authenticator app
T —— |

Please put in the cell phone number you provided during your application process.

Phone

You can prove whe you are by texting a code to your phone.

What phone number would you like to use?

‘Umted States (+1) V‘ | tmer phone number

© Text me a code

Message and data rates may apply. Choosing Next means that you agree to the Terms of service and Privacy
and cookies statement.

I want to set up a different method

Once you receive the text with the 6 digit code, please enter it here, and click next.

Phone

We just sent a 6 digit code tc .. Enter the code below.
|
|

Resend code

Back Next

want to set up a different method

Click Next again.

Phone

° SMS verified. Your phone was registered successfully.



This screen will pop up. Please select Done.

Success!

Great job! You have successfully set up your security info. Choose "Done" to continue signing in.

Default sign-in method:

% Phone

Done

You will then be asked to update your password. If you were given a temporary password, please put
that in the current password field. When creating your new password, please ensure it is at least 8
characters long, and includes at least 1 uppercase letter, 1 lowercase letter, 1 number, and 1 special
character.

m ERIE COUNTY

cgull@ec3pa.org

Update your password
You need to update your password because this is
the first time you are signing in, or because your

password has expired.

IL rrent password

Welcome to the Erie County Community College!



You will then see this screen. This is completely a personal preference, however, if you are on a device
that is not your personal computer/laptop, we suggest choosing No.

m ERIE COUNTY

cgull@ec3pa.org
Stay signed in?

Do this to reduce the number of times you are asked
to sign in.

D Don't show this again

No Yes

Welcome to the Erie County Community College!

You will then be directed to your dashboard and see the Student Apps screen. (You might not see all
apps, which is ok. We are only focusing on the @Workday app for this process). Please choose
@Workday.

B & B & %

@Workday Outlook Blackboard Barnes and Nobls EdReady
College

The “Remember Device” dialogue box will pop up. This is another personal preference, however, if you
are on a device that is not your personal computer/laptop, we suggest choosing “Skip”.



Remember Device?

Remembering this device allows you to

sign in more easily and better protect

your account

Remember this device

This will be your Workday dashboard screen. On the right hand side, you will see the View All Apps link.
Click here.
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The All Apps Window will open. Please choose the Academics icon on the left.

X
All Apps %

=

Finances Personal Favorites
Information

This will open the Academics Screen. The Planning & Registration options are on the right side of the
screen. Please choose the Find Courses option. DO NOT CHOOSE “Find Course Sections” option!
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On this screen, you can use the search bar to find the course you are looking for, or scroll through all the
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courses on the left side of the screen. We suggest using the search bar.

Find Courses ==

Q search

Type in the course you are looking for. In this example, we are using the CIS100 course. You will see
your results appear on the right. Click on the course link in blue.

Find Courses

O CIS100
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CIS 100 - Computer Applications and Concepts



The course information screen will open. Click on Start Registration.
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The Academic Period drop down menu will open.

Start Registration for Course

Course # CIS 100 - Computer Applications and Concepts

Academic Period *

Select the desired academic period for this course. Please note, if the academic period is not listed, the
course is not offered during that academic period or has already reached maximum enrollment.



Start Registration for Course

Course * CIS 100 - Computer Applications and Concepts
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Once selected, click OK.
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1) Click the box next to the correct section (red arrow). Make sure the section you are choosing is
for the right location and time. 2)
2) Then click Register at the bottom left of the screen (green arrow).

W oo & accessioi acut: % | BB wyagss X G st segiston torCourse v % || o

« C b mymorkdey.comiecuope/d/insi/ 155 363615/145475 16ilmid =3 H
®
Start Registration for Course

Academic Period 2022 Fall 12 Wesk

]

o

Course Listing G

Description

Eigiblz

Lecture

Baction Wat Lk

Capasity

» [TreT—— o ez wwwz e e it sy e e 0 . )

Grading Basis # Grsded

S Stort Date £nd Date Delvery Mode  Mesting Pattems instructor Comanity Seots Auslisble

unts 3
’ UnitType  Semesie Uits
e = 1] V\I
e )
lewener?luszar:r o = 'l g = 0 B @

Once completed, you will see a screen similar to this one. Click on View Registered Courses option.
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Here you can see the course you have registered for to verify it was done successfully.
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Click on the 3 Line Navigation Bar ( — ) in the top left corner of the screen.
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Choose Academics from the Navigation Panel.
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You will be back to the Academics Screen. Please note, the current courses portion will only show
courses for the Term that EC3PA is currently in and not any of your courses you scheduled for future
terms.
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To begin scheduling more classes, choose “Find Courses” and repeat the process you did before. To

view all courses you have registered for, you can choose, “View My Courses.” This will show all current

and future courses for which you are registered.



