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SECTION I - REGISTER FOR CLASSES 

 

1. Begin by typing in //www.edcc.edu/comed.  The following screen will come up on 

your browser. 

 

 

 
 

 

 

 

 

 

2. Select Sign In at the top right side of the page in red font.   
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3. The following window will open. 
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4. If you have not previously signed up for any CRI classes online and have never set up 

an account, please refer to Section II, Create an Account On-Line, on Page 12 of this 

document.  If you have already created your account and wish to add CRI 

membership and/or classes, proceed to fill in your Username and Password on the 

Sign In to Existing Account side of the screen.   

 

 

5. Once you have signed in to your existing account, you will see the following screen.  

There will usually be several options under Creative Retirement.  When Quarterly 

registration begins, all classes for the quarter will be listed here.  Adding a Quarterly 

Membership will activate the Add To Cart button for classes and the Member 

luncheon.  If you only want to go to the Luncheon and do not wish to take any 

classes, please call the office at 425-640-1830 so that we can sign you up for the 

luncheon without paying the Quarterly Membership fee.  If you only want to review 

available classes during this time period, click on View All. 

 

A copy of the Brochure will also be available from the main menu by clicking on the 

View Brochure option.  As the academic year progresses, there will be times when 

quarterly registrations overlap.  For example, Winter registration opens while it is still 

possible to register for remaining Fall classes.  The categories under Creative 

Retirement may indicate Fall Classes and Winter Classes with View All under those 

categories.  If you have questions, please contact the CRI office at 425-640-1830 for 

further information.  When a class is full, an Add To Wait List button will appear in 

place of the Add To Cart button.  The Add To Wait List button will automatically put 

you in the next position on the wait list for the class.  You will not be charged for a 

wait-listed class. 
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6. When selecting View All Classes a list of classes similar to the following will appear.  

If you have not yet taken out a quarterly membership, only the quarterly membership 

option at the top of the list will have an Add To Cart button.  Once you have taken out 

a quarterly membership for the quarter, all classes that have not already started will 

either have an Add To Cart or Add To Wait List button.  If you are registering early 

in the Quarter, the Luncheon will also have an Add to Cart button which will 

disappear once the registration period for the Luncheon has expired.  If you do NOT 

want any classes, but do want to go to the Luncheon, you do not have to take out a 

membership and should call the CRI office at 425-640-1830 so we can register you 
for the Luncheon only. 
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7. You may add as many classes as you want to your cart.  When you click on Add To 

Cart or Add To Wait List, the system automatically takes you to your cart.  You can 

return to the list of classes by using the back arrow to return to the list of classes.  If 

you use the Return to Community Education option, you will have to select View All 

under Creative Retirement again.  If you accidentally add the same class again, the 

system will not add the class a second time.  You will see a running total for your 

classes at the bottom of the Cart screen.  Wait listed classes are not included in the 

total and you will not be charged for a wait-listed class. 
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8. When you have added the classes you want to your cart, click on Check Out.   

 

 
 

 

9. You will have an opportunity to review your account information and make 

corrections if needed.  Click Next if no edits are needed. 
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10. The following screen will appear.  Enter your credit card information and click Next.  

If you are not purchasing your classes by credit card or do not wish to put your card 

information on-line, you may fill out a registration form and include a check or 

your credit card information on the form (no cash) and turn it in to the CRI 

office.  Please recognize that people who register on line will receive class 

confirmation immediately.  The office will process your paperwork as soon as 

workload permits in the order the paperwork is received, but we cannot guarantee that 

the class will still be open by the time the paperwork is processed.  After filling out 

the payment method, an email will be sent by the system (community.education) 

indicating the classes you have registered for, the total charges, etc. 
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11. Once you have filled out your credit card information, you will see a screen which 

asks about your billing information.  If the credit card you used matches the name, 

address and phone on your registration, you can simply check the box for "My 

contact and billing information are the same."  Otherwise, fill in the credit card 

details.  Click on Next. 
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12. The next screen provides information about which classes you are registering for and 

the billing information.  Click on Purchase at the bottom of the screen.  The option to 

print a confirmation summary will be shown and an email will be delivered to your 

email address.   

 

 
 

 

13. If you would like to check the status of your registration while you are still logged on 

(or later after logging back in), go to My Account at the top of the screen. 
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14. The following screen will appear.  If you click on Class List, a list of all the classes 

you have registered for through the on-line system will appear with your latest 

registrations at the beginning of the list and the status of those classes.  The status 

may say Pending which means that although you have registered in Campus CE (the 

on-line system), your registration has not yet gone to the EdCC mainframe computer.  

There may be a number or reasons for this and the office will handle the issue.  The 

status may say Wait List which means you are on the wait list for that class and the 

office will contact you if there are openings for the class.  If the status says 

Registered, you have been enrolled in the class on both the on-line system and in the 

EdCC mainframe computer.  Your name will be on the roster for the class and you 

just need to show up for the class. 

 

You can click on My Profile to update your email address, street address or phone 

number.  You can click on Username And Password to update your logon UserName 

and Password.  The other options in the list give you different views of your 

enrollment history or return you to the Community Education page. 

 

 
 

 

 

 

 

15. You are done!  You may now Sign Out at the top of the screen. 
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SECTION II - CREATE AN ACCOUNT ON-LINE 

 

1.  If you have not previously signed up for any CRI classes online, you will now create 

your new account.  Once you have created an account with a username and password, 

you will be able to sign in at any time in the future by clicking the Sign In option at the 

top of the screen and entering your username and password in the Sign In To Existing 

Account box as described in Section I.  It is recommended that you make note of the 

Username and Password for future signins. 

 

 

 
 

 

 

2.  To create your new account, enter a username and password of your choosing, retype 

the password, your email address and retype your email address in the Create New 

Account box.  Your username and password must each be between 6 and 40 characters 

with no spaces.  When you have completed the boxes, click on Create Account.  If there 

are errors, the same screen will repeat and the errors will be listed.  When the information 

is correct, the following screen will appear. 

 



 CRI - REGISTER FOR A CLASS ON-LINE  

Page 13 or 18 pages   

 

 
 

 

3.  Following is the information you will fill in when creating your account for the first 

time.  You must fill in all fields with red asterisks.  We do not need your Social Security 

Number and would prefer you not fill that in.  Other fields without a red asterisk are 

optional.  If you are a CRI member and have your old membership card, you will find 

your Student Id number on the card beginning with either "955-##-####" or "CRI-##-

####."  If you are not a member, but have taken classes with us before or you don't have 

your membership number, contact the CRI office to obtain your Student ID. 

 

If you are new to CRI, let the on-line system assign you an account number and the office 

will adjust that number as they process your registration.  Please use the name you have 

used for registering with CRI in the past, using upper case first letter and lower case for 

the rest of the name for first and last name.  For example:  Jane Doe.  Note the message at 
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the very bottom of the screen and decide whether you want to receive school offers.  

Click on the box if you do NOT want to receive the marketing emails.  When you are 

done, click on Submit. 

 

 

4.  Once you have created your new account, return to Step 5 of Section I (Page 3) above 

to sign up for membership or classes. 
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SECTION III – RECOVERING USERNAME AND/OR PASSWORD 

 

 

1. If you forget what username you used, you can click on the Find My Username line. 

 

 
 

 

 

2. You will then see the following screen.  Note that the key to your online account is 

your email address.  If you enter the email address you used when you created your 

account, an email will be sent to that address showing your username.  If you do not 

have email, contact the CRI office and we can help you.  If more than one person uses 

the same email address, all usernames associated with that address will be included in 

the email. 
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3. If you remember your Username or have recovered your Username, but have 

forgotten your password, you may select Reset My Password. 
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4. The following screen will appear.  When you fill in the username and email address, 

you will be emailed a temporary password for you to log in. 

 

 

 
 

 

 

5. When you log in using the temporary password, the following screen appears.  You 

may reset your password by entering the temporary password, then entering the new 

password you want twice.  Click on the Change Password button.  A message in 

rather small print should come up telling you that you have successfully changed your 

password. 

 

It is recommended that you do not try to reset both your username and password at 

the same time.  It is best to reset your username by going to "My Profile" and editing 

and saving the change from there once you have logged in. 
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