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Help Guide
How to Upload Residency Verification Documents

Residency Verification Process through the Student Portal

1. Login to my.ccc.edu

2. Within the Alerts/Tasks/Holds box, click on the link
to your Holds.

3. On the next page, you will see a list of any current
hold on your account. Click on Proof of Residency
Required.
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How to Upload Residency Verification Documents

4. Next, click on Upload Proof of Residency Hold Details =)
Documents within the Hold Details box. Proof of Residancy Reguired
Reason Proof of Residency Required

Please complete the proof of residency process. You will not be able 1o register for classes
until proof of residency is provided. For more information, visit; www.coc. eduiresidency

Upload Proof of Resid

y Documents ||

5. The next page provides detailed instructions. By Proo of Residency Document Upload

. . 17 R ” . . P Ais o siudents who have fes the Gty must verify residen h address on your verification
clicking the “Click here” link, you will be directed to s T
v Mce (for ESL and GED/HISET applicants) at the college 1o which you applied
a page that provides all acceptable forms of
e

documentation. .

-y by uploading at least one of the acceptable documents. If more than one document is needed, please upload here.

more information on acceptable documents.

| GPS transcript for residency verification. you must send an official transcript from your high school and cannot upload here.

Please Note: You must ven

fficial Highschool Transcripts to Admissions electronically

For questions about the process, please reach out
to the Admissions Office at the college to which

you applied O S O A DR S R T
residency:

Independent Students

Independent students must venty their restency by presenting at least one of the preferred documents in the
student's name isted below

Once ready, click Upload New Document. el st mner S s i

« Vil voter registration cz
« Copy of current lease or
« Curent utity bil (60 dsy

ge statement
less) water, electric, gas, o home phone (mobie phone bils sre not sccepled

Note: Accepted file types are .GIF, .JPEG, .JPG, .PDF,
or .PNG and a maximum size of 2MB (megabytes).

o 80 orphan, has des
mambar of the U.S. Armed:

Wha 60 not mee he defniion of an independent student. sbove Dependant studen
nting e abowe (Independent Students) documents and'or the lolowing document(s)
icents address

Documents can be uploaded from a mobile device.

send yourofficil transcrpts o e Admisions Of
informabon, see the Early Cotege Program

6. If you have had your CPS Official High School Proof of Residency Document Upload
transcripts sent electronically to Admissions, make o oo G SO o 0o o A s e A 1 o S o P
sure to click the checkbox here to alert the staff

. . . If submitting your official CPS transcript for residency verification. you must send an official transcript from your high school and cannot upload here.
verifying your residency.

‘ere for more information on acceptable documents,

« documents will bo reviewed within 1-2 business days. At that time, you will recelve a communication to your City Collage's student emal with next steps.

sse Note: You must verity cy by upl at least one of the 1f more than is needed, please upload here.
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7. Select the Document Type from the drop-down
menu list. Alternate Residency Form

Consular ID

Orders from Command Military Acceptable File Formats: GIF, JPEG, JPG, PDF, & PNG

CPS ID (Early College only) :
Drivers Lic/State ID/City Key Files must be 2MB or less

Letter from homeless shelter

Lease or Mortgage Document

EN Passport 0
& Utility Bill
L . .
. . . R Voter Registration Card 2
Once selected, a icon will appear. Click fAction Fast Action/Date
the icon to attach your file. Drivers Lic/State ID/City Ke Initiated
K4 11/01/20 9:40PM
Accepted file types: .GIF, .JPEG, .JPG, .PDF, .PNG
Upload file size is limited to 2 megabvtes.
Follow step 1-5 to attach residency documents. 1

Choose From

3 File Attachment 4 File Attachment

= -

Dirivers Licansa. pdf
Filw Sizec B4KB

Document Successfully uploaded

5 oK
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Once a document successfully uploads, the Last

Action/Date updates to Awaiting Review. - :
Action Document Type ! Filename Last Action/Date
If you need to add additional documents, click on = Drivers Lic/State ID/City Key Awaiting Review
— - © Drivers_ Licansa, pdf 110120 9:40PM
the icon and repeat these steps.
Agzmpieed typeann: GOF, JPEG, JRPG, POF, PG
Updoad Blollira 3 limited o 2 megaknyias

Note: A photo id is required, if the document

uploaded verifies identity and residency, only 1
document is required. If you need to upload a different document or replace the one that you had uploaded,

click the trashcan icon. Repeat the process outlined in Step 7

Dacuement Uplasd

Proct of Residency Documant Uplesd

9a. You will receive a 3C email when documents are
approved or denied residency verification.

IF APPROVED

Under the Profile tile, click on Proof of Residency
Documents, you will also see confirmation of your
approval and that no further action is required. ~SPE—-

Your residancy has besn varifisd and no sction is regquired

# FEAPA SreSoracs

Commact Bstass

i i i i Proof of Resid D ent Upload
You will receive a 3C email letting you know the roof of Residency Document Uploa
. All new students or students who have reapplied to the City cmeqes of Chicago (CCC), must verify residency so that we may determine you tuition rate. The address on your verification documents MUST MATCH the address you
documents you provided were not accepted and e o o B 2 o e e e e o e oy o o o T o B0 ik SEEASY e 8 ke o wos
applied
the denial reason Gick hrefor more information on sceepable documents

If submitting your official CPS transcript for residency verification, you must send an official transcript from your high school and cannot upload here.
Your documents will be reviewed within 1-2 business days. At that time, you will receive a communication to your City College’s student emall with next steps.

Please Note: You must verlfy residency by uploading at least one of the acceptable documents. If more than one document is needed, please upload here.

If documents are denied, new documents are

required before residency Wi” be removed. Please check here if you have sent your CPS Official Highschool Transcripts to Admissions electronically

~ = —
You must delete the denied document before N = — Bl
uploading a new file. Refer back to Step 7 on
uploading a new document. +ls el
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