
Online Registration for Dual Credit Students 
Through the Portal 

Fall 2006 
 
This fall dual credit students will be encouraged to register for class online. The 
process is simple and will help get students registered into classes in a timely 
manner. Students can register on any computer that has internet access. 
 
Steps to Registering: 
 

1. Go to “my.ACTX.edu”. This will bring students to the Amarillo College 
portal.  

 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. Log-in to the AC Portal. Login for most students is first initial, middle initial 
and last name; i.e., Frank Samuel Herd is fsherd. For your first login your 
password is your six digit date of birth; i.e., June 7, 1989 is 060789.  For 
animated instructions on how to get your AC login and password if your 
name does not fit the above mentioned configuration, go to 
http://www.actx.edu/tss/index.php?module=article&view=30&MMN_position=9:9. To connect 
to this sight, you may have to hold down the “CTRL” key while making a left mouse click. 

 
3. On the myAC page, click on the “Academics” tab.  

 
 
 
 



 
4. Click on the “WebAdvisor” sub-tab. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
5. Select “Express Registration” from the menu in the left hand column. 

      
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



6. Enter course information from the “Fall 2006 Dual Credit Offerings” sheet 
for your school into the “Express Registration” screen. Enter all courses 
you are taking on this screen. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
7. Click “Submit” at the bottom of the “Express Registration” page and the 

following screen will appear. In the “Action” drop down, select “register”. 
Then, click “Submit” on this screen.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

8. The following screen will appear next. If the information is correct, click      
     “OK”. Registration is complete. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



  
 

9. If Amarillo College is missing information from you, one of the following 
messages may appear instead of the “Registration Results” screen. 

 
 

 
 
 

The first message is an indication that you have not submitted an “Amarillo 
College Application for Admission”. Go to 
http://sites.actx.edu/registration/dual_credit.htm and complete the application. 
Then call the Office of the Registrar at 371-5030 and ask them to enter your 
application into the AC system. 
 
The second message indicates that you are not coded as a dual credit student by 
Amarillo College. Call the Office of the Registrar, 806-371-5030, to get your 
student code changed. 
 
You may receive one additional message, “You have not met prerequisites”. This 
is an indication that you do not have test scores or exemption scores filed at AC. 
TAKS scores may be faxed to 806-345-5504. If you do not have exemption 
scores, check with your high school counselor about taking the Accuplacer test. 

 



 
 
 

Paying for Classes Online 
 

There are two different ways students may pay for dual credit courses. 
 

1. Pay online.  Students will follow steps 1-4 to get into “WebAdvisor 
Student”.  

A. Select “Make a Payment” 

 
 
 

 
 
 
 
 
 
 
 
 
 
 



 
 

B. The following screen, “Make a Payment”, will appear. Fill in the 
required information and click “OK”.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. Students may pay with a check or cash.  
A. Students who did not pay online my pay in person on an AC 

Campus. Students who live close to an Amarillo College 
Campus ; AISD students, Randall High students, River Road 
students, Arbor Academy students, Ascension Academy students, 
Bushland High students, Dumas High students, and Hereford High 
students will go to the nearest AC Campus and make payment in 
person. Payments are taken in the Assistance Center Counters. 
Students will receive a schedule of payment times with their 
registration papers. 

B. Students who do not live near an AC Campus  will bring payment 
to their high school counselor or other designated high school 
official. An Amarillo College representative will come to the high 
school to collect the payments. It is recommended that payments 
be in the form of a check or money order. If students bring cash, 
please have them bring correct change. 

 


