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Registering a NEW CE Student

Step #1  NAE Enters student into Colleague

Step #2  APPN Application to take classes

Step #3 RGN Registers student  in class 

Step #4  CREN Cash Receipt Payment

Required Fields on NAE

•Name    (Last & First)

•Address

•City /State Zip code County

•Resident County Resident State

•Phone Number Phone Type

•SS# Date of Birth Ethnic/ Gender

(Mott College is a Public Institution and Government 

reporting requires that we have this information, 

without  it; Mott College could loose their funding)

Step #1
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Registering a NEW CE Student

Step #2  APPN
Required Fields for APPN

• Start Term 

• Catalog  (self populates)

• Academic Program  (NOCR)

• Location  (CE)

• Department  (Defaults 41100)

• Degree  (Defaults OTHER)

• Majors  (Continuing Education)

• Admit Status  (CED Continuing Education)

• Ed Goals  ( PENR )

• FA Intent   (NO)

• Res Stat ( Enter: 1 = In-District

2 = Out-of-District

3 = Out-of- State )

• Student Type  (CE)

• Application Status  ( AD)

• Finish & Update



Registering a NEW CE Student

Required Fields for RGN

• On first screen choose  NOCR-NP

• Finish

• Enter Student    ( Shift - @   will bring up last student)

• Enter Section Number ( e.g. NOCR-II301-02)

• Change Pay field to   Yes

• Finish 

• Choose Method of Pay

• Finish

Step #3
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Registering and Taking payment
For a NEW CE Student

Required Fields for CREN

• Batch # ( leave Blank )

• AR Account Holder (Enter Student)

• AR Type  (STDRN st)
• Term
• Amount  

• Pay Method 

• Control Number  (Last 4 digits of Card or Check #’s)

• Exp Date   (Credit Card Expires date)

• Confirmation Number  (from Bank Credit Card Machine)

• Print Receipt  (Yes)

Step #4

To check a students account

• ARAI  Account Inquiry


