
New Admissions Application Step by Step

Congratulations on your decision to apply to Lower Columbia College! Here is a step by step guide that
includes screenshots and notes to help you as you complete your application. This process takes about 30
minutes to complete. If you ever need additional guidance - please contact the LCC outreach team
(outreachcoordination@lowercolumbia.edu or 360-442-2610).

● Welcome page:

● First step is to create an account for new users, if someone has already made an account and is returning
to the application, that user will select “login”

● Create a username and password and enter full name,
date of birth, and email address*; it is important to use an email
address that the applicant will have access to, regularly.

● After pressing submit, the applicant is prompted to
select and answer security questions

● A pop-up screen is then generated that explains a
one-time password has been sent to the entered email

mailto:outreachcoordination@lowercolumbia.edu


“A One-Time Password has been sent to (email address). Please enter the one-time temporary password
below to verify your email address. If you do not see the email in your inbox, check your SPAM folder.
Enter OTP (blank field); button below to submit OTP or to Resend OTP

● The one-time temporary password (OTP) email appears in the inbox as:

● After entering the OTP successfully, a pop-up box appears to confirm successful registration. This does
not mean the applicant has applied but rather completed the initial step to access the application.
To move forward, applicants will need to use the email and password created to “log in here”.



● The screen now appears as follows:

● After logging in, a new screen/welcome message appears:



● In order to move forward, click the “Close” button where the applicant will be prompted to “Start A
New Application”



● Drop down menus for: College; “I will be enrolling as a…”; Program: term; etc.
o Program terms options include:

▪ Academic
▪ Baccalaureate
▪ Non-Award Seeking
▪ Professional Technical
▪ Transitional Studies

o Degree or Certificate drop down option allows applicants to select a specific degree pathway,
including:

▪ Academic Transfer AA DTA
▪ Associate in Music DTA/MRP
▪ Biology DTA/MRP
▪ Business DTA/MRP
▪ Elctrncs/Comp Engr Tech ASTMRP
▪ Engineering: Bio/Chem AS-T/MRP
▪ Engineering: Other AS-T/MRP
▪ Engineering: Comp/Elect AST/MRP
▪ Math Education DTA/MRP
▪ Mechanical Engnr Tech AST/MRP
▪ Science Transfer Track 1 AS
▪ Science Transfer Track 2 AS

o Academic Focus Area drop down menu gives degree/program of study options:
▪ Anthropology
▪ Art & Design
▪ Chemical Dependency Studies
▪ Communication Studies
▪ Criminal Justice
▪ Criminal Justice – For City U
▪ Drama
▪ Early Childhood Education
▪ Earth Sciences
▪ Economics
▪ Education-Secondary
▪ Elementary Education – City U
▪ Elementary Education – WSU Van.
▪ English
▪ General Transfer
▪ Geography
▪ Geology
▪ Health & Fitness
▪ History
▪ Math
▪ Music
▪ Nursing
▪ Philosophy
▪ Political Science
▪ Pre-Law
▪ Psychology



▪ Sociology
● In the drop-down menus there are a few acronyms that might prompt applicants to seek

clarification, as they scroll down the page there is a “key” that explains some jargon including the
differences between program options; what it means to enroll as a first year, international, reapplying,
etc.; and clarification on what “term” means.





● After pushing the “Apply” button, the applicant is routed to a new screen that includes a summary of
what the applicant included on the previous page and a progress bar

● There is a navigation bar on the left-hand side of the screen that includes an Instructions Guide.
When you click on this option, it will open a new screen that applicants have the option to print.
Because it pops up as a separate screen, the applicant can minimize this and reference this as they go
throughout the application.

● Applicants will now need to be prepared to answer sections of the application that are categorized as:
o Personal Information, including SSN – this portion of the application explains why a social

security number is required; there is the option to select Social Security Number or ITIN (Ind
Tax Id Number)

▪ Sex – options include: Not exclusively male or female; male; female
▪ Phone – asks for country code; if an applicant has used the device to complete other

applications or payment information before, it may automatically prompt the
applicant with answers; country code for US is 1

o High School Attended – when applicant clicks on “Search High School” they can enter the
high school name and select the appropriate response; this will auto-populate remaining
fields including address lines

▪ Location code is not required



▪ Date attended – use the calendar icon to select full date (month, day, year); estimated
dates are okay to enter

o Ethnicity Information
o Upload Documents – optional section with instructions to include a description of the

document that is being uploaded

▪
▪ Applicants can use this space to upload transcripts for future class placement!

o Residency – hyperlink to “Read the resident student conditions and access the form”;
clicking the link opens a new internet browser to view the Washington State Higher
Education Residency Affidavit form (.pdf)

▪ This explains what applicants do if they are not eligible for federal financial aid due
to immigration status and explains eligibility requirements

▪ Asks if applicant has a driver’s license or state ID
o Supplemental Questions

▪ Have you been in Washington state, federal, or tribal foster care for at least one day
since your 13th birthday? Former Foster Youth may qualify for educational benefits
and support services.*

● Answer options: yes; no; prefer not to answer
▪ Has either of your parents earned a High School Diploma?
▪ Are you currently employed?

● If yes, are you employed full-time?
▪ Veterans and/or their dependents may qualify for educational benefits. Please indicate

if you would like additional information.
o Review and Submit



The left-hand navigation bar includes the option to check on in-progress applications:

This provides easy access to resume applications that have been started, but not completed.

When you select “Resume” it takes you back to the “Supplemental Questions” section.

When you click “Submit Now” the applicant will see the confirmation message that they have successfully completed
their application.



After selecting “ok” you will be redirected to the “Submitted Applications” page



As soon as the application has been submitted, the applicant will receive a confirmation email:


