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FINANCE 

HOW TO PAY FOR DEPOSIT/TUITION FEE 

1. Navigate to Financial Information > Student Finance > Make a Payment. 

 

2. Select a payment method. 

 

Choose either Mastercard, Visa, or American Express, as these are the accepted payment options. You may also 

adjust the payment amount to reflect how much you would like to pay toward your account balance. If you want 

to pay via Debit or Cash, you should visit your nearest local campus.  

 



 

3. Once you have selected your payment method and entered the desired payment amount, click Proceed to 

Payment to continue. 

 

4. Review the payment details carefully. If all the information is correct, click Pay Now to complete your payment. 

 

5. You will be redirected to a secure portal where you can enter your credit card details to complete the payment. 

  



 

HOW TO DOWNLOAD T2202 

1. Navigate to Financial Information > Student Tax Information. 

 

2. You will be taken to the T2202 screen, where you can select the tax year you wish to view or print. Every time 

your T2202 has been accessed, a notification email will be sent to your college email address.  

 

  



 

HOW TO CHECK FOR BALANCE/ACCOUNT SUMMARY 

1. Navigate to Financial Information > Student Finance > Account Summary. 

 

2. On this screen, you can view your account summary, including your total amount due and your account activity 

for each semester. 

 

3. Click Account Activity to access a detailed view of your account. From this screen, you can select View 

Statement and/or review a breakdown of your charges and transactions. 

 



 

4. This is an example of how your account statement will appear when you select View Statement.  

 

5. This is an example of how the breakdown of charges will appear when selected. It displays the exact amounts 

charged for each item. 

 

  



 

 

ACADEMIC 

HOW TO REGISTER FOR COURSES 

1. Navigate to Academics > Register for Classes. 

 

2. In the upper right corner, use the search function to find the course you want to register for. 

 

If you are unsure which courses to take, you can contact our Educational Advisors at 

advising@coastmountaincollege.ca or book an appointment directly here. 

 

 

 

  

mailto:advising@coastmountaincollege.ca
https://www.coastmountaincollege.ca/student-services/student-support/advising/educational-advisors


 

3. You can also filter your search results by availability, subject, location, term, and instructor to help narrow down 

your options. 

 

4. Once your results appear, click View Available Sections to select the schedule that fits your availability. 

 

 

 

  



 

 

5. Select your preferred schedule, then click Add Section to Schedule.  

 

6. A prompt with the section details will appear. Review the information, then click Add Section to continue. 

 



 

7. You will then receive a notification confirming that the section has been added to your schedule. 

 

 

8. Next, return to the Register for Classes tab and click Register to confirm your course registration. 

 

  



 

9. Once your registration is confirmed, it should appear as shown below. 

 

If anything appears differently or you encounter any issues, please contact info@coastmountaincollege.ca for 

assistance. 
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HOW TO REGISTER FOR CONTINUING STUDIES  

1. Navigate to Academics > Continuing Studies. 

 

 

2. Narrow down your course options by entering the Course Code Number, Days of the Week, Topic Code, 

and/or Location. You can find the Course Code Number here. Once you’ve entered your desired filters, 

click Search. 
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2. Select your preferred schedule.  

 

3. A prompt with the section details will appear. Review the information, then click Add Section to continue. 

 

 

 



 

4. You will receive a notification confirming that the section has been added to your schedule. Once confirmed, 

click Next. 

 

5. Fill out the Education Goal, Reason for Taking, and How You Learned About This Class fields. Once you’ve 

completed all the required information, click Submit. 

 

6. Review the Course Summary to make sure all the information is correct. Then, select a payment method. The 

only accepted payment methods are American Express, Visa, or Mastercard. Once you’ve made your selection, 

click Proceed to Payment. 

 

 



 

 

7. Review your payment details to ensure everything is correct, then click Pay Now to complete your registration. 

 

8. You will be redirected to a secure portal where you can enter your credit card details to complete the payment. 

 

 

  



 

HOW TO CHECK YOUR SCHEDULE 

1. Navigate to Academics > Register for Classes. 

 

2. Your schedule will then appear on the right side of your screen. 

 

  



 

3. You also have the option to print your schedule by clicking the Print button. It will appear as shown in the 

example below. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

HOW TO ORDER A TRANSCRIPT 

1. Navigate to Academics > Transcript Requests. 

 

2. Click Add New Request to begin. 

 

3. Please ensure that all required fields are completed accurately. 

 

If you would like your transcript to include all final grades, select Hold till Courses Graded under Special 

Handling. 

 

If you would like your transcript sent to a specific email address, please include that information in the 

Comments section. 

 

Then, click Proceed to Payment to continue. 



 

 

 

 

 

 

 

  



 

 

4. A warning message will appear indicating that a full payment of the transcript request fee is required. Continue 

by selecting Proceed to Payment to proceed. 

 

5. Select your payment method. Only Visa, Mastercard, and American Express are accepted. 

 

Once you have chosen your payment method, click Make a Payment to proceed. 

 

6. Review your payment details and charges, then click Pay Now if everything looks good. You will be redirected to 

a secure portal where you can enter your credit card information to complete the payment. 

If you encounter any issues with the process or payment, please contact Enrollment Services at 

1.877.277.2288 or through email at info@coastmountaincollege.ca for assistance. 
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HOW TO ORDER AN ENROLMENT VERIFICATION LETTER 

1. Navigate to Academics > Enrollment Verifications. 

 

2. Click Add New Request to begin. 

3.  

Please state the type of enrollment verification required (program extension, enrollment verification for other 

purposes). If you are extending your study permit, please indicate it in your order and a PAL Exemption letter 

will also be issued for you for no additional fee. 

 

Enrollment verifications for financial purposes should be sent directly to financialaid@coastmountaincollege.ca. 

PLEASE NOTE: Enrollment verifications are only able to verify current registration at the time of the request, not 

a future or past enrolment. Please ensure you are currently registered for courses before making a request. 
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4. Ensure that all required fields are completed accurately. Please indicate the purpose of your enrollment 

verification letter in the Comments section. 

 

If everything has been filled out correctly, select Proceed to Payment to continue. 

 

5. Select your payment method. Only Visa, Mastercard, and American Express are accepted. Once you have 

chosen your payment method, click Make a Payment to proceed. 

 

  



 

6. Review your payment details and charges, then click Pay Now if everything looks good. You will be redirected to 

a secure portal where you can enter your credit card information to complete the payment. 

 

If you encounter any issues with the process or payment, please contact Enrollment Services at 

1.877.277.2288 or through email at info@coastmountaincollege.ca for assistance. 
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HOW TO CHECK FOR GRADES 

1. Navigate to Academics > Grades. 

 

 

2. It will display all terms for which you have recorded grades. Select a term to expand and view the details. You 

also have the option to Print your grades. 

 

 

  



 

3. Select a term, then click Print to print your grades. 

 

 

4. This is an example of how the print preview will appear when you choose to print your grades. 

 

 

  



 

HOW TO DOWNLOAD UNOFFICIAL TRANSCRIPT 

1. Navigate to Academics > Unofficial Transcript. 

 

2. Click Simplified Official Transcript Transcript to download your unofficial transcript. 

 

 

  



 

 

HOW TO APPLY FOR GRADUATION 

1. Navigate to Academics > Graduation Overview. 

 

2. If you are in your final term of study and nearing program completion, you must apply to graduate. Select your 

program and click Apply to proceed. 

 

NOTE: Submitting this does not guarantee graduation. It simply notifies us to review your student account and 

ensure all required information is received, such as final grades.  

 

3. Ensure that all required fields and forms are completed. Double-check your Full Name and Program of Study.  

 

  



 

4. If you wish to attend convocation, please complete the convocation details. The convocation information can 

also be checked here. Then click Submit to finish. 

x

 

5. Once submitted, you will see a confirmation message indicating that your submission was successful. 
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