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New Student Dual Enrollment Registration Guide 

Use the following guide to learn how to apply to the college, search for open courses, register 
for classes, activate your student email, and access your online classes via Canvas. If you have 
any questions while navigating these steps, please call or email Kelsey Halstead at (209) 588- 
5054 or halsteadke@yosemite.edu. 

________________________________________________________________________________________________ 
 
Step 1: Complete the Columbia College Application located on the college homepage at 
www.gocolumbia.edu. Once on the homepage, click on the “Apply Now” button on the top left of the 
page. 
 

*For a full step-by-step guide on completing the online application, please watch this YouTube video* 
 

Step 2: Fill out the Dual Enrollment Registration Form and submit this to halsteadke@yosemite.edu. 
This form can be found on the Dual Enrollment webpage locate here. Note: your high school does NOT 
need to sign this form if they have sent permission via email to Kelsey Halstead. Remember: You will 
be blocked from registration until this form is returned to Kelsey. 

 

 

Step 3: Check your personal email account for the “Welcome Email” sent from the college with your 
student ID number. You will need this student ID to activate your student email account. The Welcome 
Email will be sent 1-3 business days after submitting the online application to the college and will come 
from the email address: ccadmissions@yosemite.edu.

mailto:halsteadke@yosemite.edu
http://www.gocolumbia.edu/
https://www.youtube.com/watch?v=zlOIk8bKk38&amp;feature=youtu.be
mailto:halsteadke@yosemite.edu
https://www.gocolumbia.edu/dualenrollment/
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Step 4: Activate your student email account. Your student email will be used to access 
connectColumbia and the Canvas portal. To activate your student email, go back to the college 
homepage and click on “Student Email.” 

You will first be taken to the Outlook log in page. Enter your student email address, which will be your 
first name followed by your student ID number (without the “w” or leading “0” @ my.yosemite.edu). 

For instance, if your name is Kelsey and your student ID number is 0912374, your email would be: 
kelsey912374@my.yosemite.edu. Click “next”. 

 

 

You will then be taken to the YCCD email log in page. Instead of signing in with your student email, 
you will need to click on “Recover your Password or Username” the first time you try to access it. All 

new students are required to create a password for their student email before signing on for the 
first time. 

 
 
 

 

 

https://www.gocolumbia.edu/
mailto:kelsey912374@my.yosemite.edu
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Now enter your student email address again, which will be your first name followed by your student ID 
number (without the “w” or leading “0” @ my.yosemite.edu). For instance, if your name is Kelsey and 
your student ID number is 0912374, your email would be: kelsey912374@my.yosemite.edu. Then click 

“submit”. 
 
 

 

An email will be sent to the personal email account you used when you applied to the college. Click on 
the link within the email to create a password for your student email account. Make sure to write this 
down! 

 
Step 5: Log in to connectColumbia. You will use connectColumbia to check your registration date and 
time, search for open courses, register for classes, view your class schedule, and pay any fees. 

After clicking on the connectColumbia portal icon, click on “Current/Former Students” in the blue box. 
 

 
 
 
 
 
 
 

 

mailto:kelsey912374@my.yosemite.edu
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Then click “Log In” at the top right of this page. 
 

 
You will be prompted to enter your student email address and password you just created. 

 
Step 6: Check your registration date and time. Once inside the portal you will see a link titled 
“Registration Date and Time” under the registration area on the right-side of the page. Click this link 
to check when you may register for classes for the upcoming term. You may register anytime on or 
after this date. 
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Step 7: Search and register for open courses. Go back to our homepage at www.gocolumbia.edu and click 
on the class search icon: 
 

 
 
Select the term you would like to search and register for. You can then search by course subject, which are 
listed in alphabetical order. Once you have chosen a subject, click on the submit button on the bottom of 

the page. 
 

 
 
 
For example, if you want to search for English classes, you will select English from the subject area and click 
on submit. The results page will list all English courses being taught for the spring 2022 term: 
 
 
 
 
 
 
 
 
 

http://www.gocolumbia.edu/
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If you want to read the description of the course and find out if the class requires any perquisites, click on 
the title of the class in the third column. The important notes section will list the modality of the class or 
important dates to consider. The location area will display where the course meets. If on campus, you will 
see a building and classroom number. If you see “CONL, Canvas”, this indicates the class is held online. If 

you notice this symbol under the textbook’s column, it means students are not required to purchase 
textbooks for the course.  
 
If you see a class you want to register for, you may click on the course section number in the second 
column. You will automatically be redirected to connectColumbia. Click “sign in” on the top right-hand 
corner of the page.  
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You will need to enter your student email address and password to log in. 
 

 
Once you are logged in, you will now see an option to add the class you chose to your plan for the 

upcoming term: 
 

 
 
 
 
If you select “add to plan”, a dialogue box will appear and ask you to add this section. Click “add section”. 
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Note: you have only “planned” this section but are NOT fully registered yet. To register for this class, you 
will want to click on “Register & Drop Classes” from the top of the homepage: 
 

 
 
From here, make sure the term is set to the upcoming semester. If you register for classes while another 
term is in session, it will default to the current term. Make sure you click on the forward arrow to select the 
upcoming term. For this example, we need “CC Spring 2022”. Now you will see your planned course. To 
register click the “register” button at the bottom of the page: 
 

 
 
 
 
 
 
 
 
 

 
 
 
 
 

Click here if 
term is set to 
current term 
and not 
upcoming 
semester. 
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Now this course shows as “Registered”. You will also automatically receive an email to your student email 
account letting you know you made changes to your schedule. Repeat this process as needed to register 

for additional courses. 
 

 
 

To print your schedule, click on the “print” icon to the right of the screen. Your schedule will look 
something like this. 

 

 
 
 

***If any class you chose requires a math or English prerequisite, you will need to meet with a Columbia 
College counselor for assessment. STOP here and call the Counseling office at (209) 588- 5109 to 

schedule this virtual appointment.*** 
 
 

 
For more detailed instructions on how to search and register for classes, please refer to this YouTube 

video tutorial. 
 
 

 

https://www.youtube.com/watch?v=fkdgxttZx1c
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Step 8: Log into Canvas to access any/all online courses. Note: it will take 24 hours after registration 
for your classes to appear, or until the instructor publishes the course content. To log into Canvas, go 
back to the college homepage and click on “Canvas”. 
 

 
 

You will be prompted to enter your student email address and password. 
 

 
 

Once you log in, your dashboard should look something like this. If you do not see any courses, the full 
24 hours after enrollment may not have elapsed, or the instructor has not “published” the course 

content yet. If you have any questions, call Kelsey Halstead at (209) 588-5054 for assistance. Good luck 
this semester! 

 

https://www.gocolumbia.edu/

