
HIGH SCHOOL 
CONCURRENT   

ENROLLMENT
       



    LET’S
DO THIS!
We have a few suggestions for how you 
can make the MOST out of your college 
experience…



    INSITE
PORTAL!
DO explore your Insite Portal 

• IMPORTANT DATES
(i.e. last day to drop classes without a “W”)

• CHECK YOUR EMAIL DAILY 
(don’t forget to set-up email forwarding)

• CHECK FOR FEES ON YOUR ACCOUNT



TUTORING + 
LIBRARY 
RESOURCE 
CENTER
Access online tutoring 
services HERE

https://www.contracosta.edu/classes/tutoring/


Steps for 
Enrollment

 



JOIN US
Apply to Attend Contra Costa College. 
Visit www.contracosta.edu/apply.

Verify your email.
Once your account is created, you will receive an email asking you to verify 
your email and account. Use the link to do so. Next, within 24 hours you will 
receive your 7-digit ID number and instructions for logging into Insite.

Log-in to Insite
Use Insite to review your class schedule. To access Insite, visit 
www.contracosta.edu or download the app on your phone.

Username: first initial, last name, last 3 digits of ID number
Password: birthdate (mmddyy)
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http://www.contracosta.edu/


Get your Math + English (or ESL) Placement. 
Using your high school or college transcripts, visit 
www.contracosta.edu/assessment to determine your placement in 
English and Math. You may also take an assessment test in the 
Assessment Center.

Submit your Concurrent Enrollment form.
Using the “Student Forms” tile in Insite, fill out your enrollment form. 
Indicate your parent’s email and counselor’s email from the drop down 
menu. The system will automatically email both parties to collect their 
signature. Once all signatures have been received, your form will be 
forwarded to Admissions and Records.

Register for your classes.
Once your forms have been signed and submitted to the Admissions 
Office, you will be emailed an approval notice. Log-in to Insite to 
officially register for the class you have been approved for.
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http://www.contracosta.edu/assessment


APPLYING TO 
CONTRA COSTA



Visit www.contracosta.edu/apply

Scroll down and select:

STEP 1- Submit an Application

Click on APPLY NOW

Apply to Attend Contra Costa College

http://www.contracosta.edu/apply


If you already have an account, sign-in to complete a new application. 
*This is your account with the state community colleges. This step 
comes before the actual Contra Costa Community college 
application.

Select “Create an Account”



Select “Begin Creating My Account”



This is the application for California Community Colleges NOT Contra Costa College

Complete the OPENCCC application



If you do not have or do not know your Social Security 
Number, check “No.”





Be sure to save your username and password for later!





Once your account has been created, you will be directed 
to the Contra Costa College application. 

If this does not happen, open a new tab and go back to 
contracosta.edu. Select “Apply Now” and sign back into 
your account using the username and password you just 
created. 

If you are unable to sign in, your information has not 
been saved and you will need to start again.



After completing the OpenCCC Application, you will be directed to Contra Costa College’s 
online application. 

Complete the Contra Costa College application





Common Mistakes to Watch 
Out For…

Your enrollment status is “Enrolling 
in high school and college at the 
same time
Indicated that you have attended 
high school



For Highest Grade Completed, 
select the grade you were in 
last school year. 

Enter your estimated GPA
Enter last year’s English and 
math grades 













VERIFY 
YOUR 
EMAIL



Getting Ready for the Enrollment 
Workshop
1. Have your student ID number ready. If you do not receive an email 

to verity your account and the follow up Welcome email, send an 
email               it-help@4cd.edu with your CCCApply ID number 
and ask to have your application downloaded to produce an ID 
number. 

2. Know what class you would like to take. There are several ways to 
search for a class:
1. Go to the main website contracosta.edu and select the 

Schedule of Classes from the tool bar.
2. Visit https://www.contracosta.edu/classes/class-schedule/, to 

see the schedule.
3. In Insite, go to the Search for a Class tile to look up subject 

areas and see what classes are still open.

mailto:it-help@4cd.edu
https://www.contracosta.edu/classes/class-schedule/


Registering for 
Classes Online



Log-in to Insite
Check your email for your Insite username and temporary password. 
The formula for logging in to Insite is as follows:

Username: first initial, last name, last 3 digits of ID number
Password: birthdate (mmddyy)

Set a new, more secure password and set up security questions.

Math and English Placement
If you are taking an English or math course, go to 
contracosta.edu/assessment to enter your high school English and math 
grades from your transcript. This information will be captured in Insite.

Search for a class
Using the “Search for a Class” feature in Insite or the schedule of classes 
available at , find the class 
that you would like to register for and add it to your cart. 
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https://www.contracosta.edu/classes/class-schedule/


Submit Enrollment Forms
In the “CCC Student Forms” tile in Insite, open the Concurrent 
Enrollment Form. Enter your electronic signature as well as the email of 
your parent and school counselor or principal. Counselor/principal 
emails will appear in a drop down menu. Once you submit the form, 
your parent and school counselor or principal will be automatically 
emailed to provide their signature.

Register for the Class
You will be notified through your Insite email once your enrollment form 
as been approved and you have been assigned a registration date. Once 
your registration date arrives, view your course shopping cart. Be sure 
that you have selected the correct section you would like to attend for 
each class and register.

Attend Class!
Use the CANVAS tile in Insite to view your class syllabus and attend 
lecture.
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Log-in to Insite











When filling out the Concurrent Enrollment form you will need: 
• Your parent/guardian’s name and email
• The name of your school counselor or principal. Select them from the drop-down menu or write their name and email in.
• The name and section number of the class you would like to take. * You can fill in a back-up class in case your first choice fills up. 

Be sure to drop your back-up class in Insite once you are able to get into your first choice.



Leave the parent and principal signature areas blank. You will not be able to enter any information here. Simply 
submit the form and your parent and principal/counselor will be emailed to sign their portion. Once both signatures 
have been obtained, the form will be forwarded to the Admissions Office. Once your form is approved, you will be 
given a registration date and can enroll on that day.



Save a Copy!

Once you have submitted your form, click on 

“View PDF” and download a copy to keep for your 

records.



Notification of Approval

http://www.4cd.edu/insite
https://www.contracosta.edu/wp-content/uploads/2019/09/How-Do-I_Register-via-Student-Planning.pdf


How to Enroll



Select Plan and Register



Check your approved courses under Petitions & Waivers. Input the course you have been 
approved to take into the search box



View available sections for the course you’d like and Add to Course 
Plan
Click on Plan & Schedule to see your planned courses.
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Now that your 
class is added to 
your plan, when 
your registration 
date comes up, 
you can go back 
into Plan and 
Register and 
enroll in the 
class.



    BE PROACTIVE
Once you have finished your application and enrolled in courses, check your 

account for fees. Log in to Insite and select the payment tile in Insite.

Check your account activity

If you have a large fees on your account,  contact the Admissions Office at 

admissions@contracosta.edu or the Dual Enrollment Program Coordinator, 

Christina Craig-Chardon at ccraig@contracosta.edu for assistance.

mailto:admissions@contracosta.edu
mailto:ccraig@contracosta.edu


Interacting with your Class





For more assistance, 
contact the 
WELCOME CENTER  
510.215.4110 
welcome@contracosta.edu

 

REMOTE HOURS:
MONDAY- THURSDAY 
9:00am-2:00pm

Christina Craig-Chardon
Program Coordinator, Early College Credit
ccraig@contracosta.edu



LET’S 
  DO
 THIS!


