Using the eCampus.com FAST System

Creating Student Accounts and Adding Credit

You can access the eCampus FAST system through the
WIA Forms page at www.ckycareers.com/wiaforms.htm.
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A link is listed near the top of the page for easy access.

Click on www.ecampus.com/fast, and login using

your email address and password. Passwords are
the same as your BGADD employee ID number.

Your email
PW=Emp ID #
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Email: [yourname}@bgadd.org
Password: eeee

¥ | Remember me on this computer

Forgot Your FAST Password?

Main Menu — Detailed instructions are listed on following pages:

Bulk Integrations/Uploads
required properly completed
templates available for
download under each selection.

To add individual student credil\ Add StUdent Credlt
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My Profile

Bulk Integration
Student Upload
Financial Aid Upload

Financial Aid
Student Maintenance

Adjust Student Credit A

View Student Credit History

Change/Lookup Student
Password

To add individual student

To add or remove amount
available on student account.



http://www.ckycareers.com/wiaforms.htm
http://www.ecampus.com/fast

To Create Student Accounts in BULK (more than one):

1. Click Student Upload from the menu on the left-hand side.

2. Download the Template, and save to your computer in a location that is easily accessible.
3. Complete the template with, at the very least, the required student information:

Email |  Password

| StudentID | FullName | AddressLinel |

City | State | Zip |

4. Once the template has be completed, Browse for the file you previously saved, and click Upload

File.
5. On the next screen, verify that everything is correct.

a. A green checkmark will appear on the right if everything is uploaded correctly.
b. If there are errors (red X’s), read the error message and update your template before

continuing. Once everything is correct, click Process Data.
6. This completes the bulk upload.

To Create Student Accounts INDIVIDUALLY (one by one):
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Bulk Integration Student Maintenance

Student Upload
Financial Aid Upload
Financial Aid
Student Maintenance
Add Student Credit

Adjust Student Credit

View Student Credit History
Change/Lookup Student

Password

Here you will be able to perform maintenance on a student account
Enter an email address, student ID or student name to search for the student account

[ Search |

The student name search looks for names similar to your entry. Please use a first name,

Enter an Email Address:
Enter an Student ID:

Enter a Student Name:

<< Back to FAST
New students only

Add Student

last name, or partial name to maximize search results.

Enter any of the requested
information to view a student’s
pre-existing account.

1. Click Student Maintenance from the menu on the left-hand
side.
2. Click the blue Add Student button.
3. All areas marked by asterisk (*) are required to create the
account. (Screen shot shown on following page.)
a. The format used to create a Student ID and Student
Email are: (student full name)@(program
name).wia. Example: john_c._hilson@trade.wia
b. The password for all accounts are the last 4 digits
of the participants social security number.
c. Before clicking the “Add Student” button confirm
the address, city, state and zip code are correct.

Students have all books automatically mailed to the

*Student ID:

*Full Name:

*Email:
*Password:

*Confirm Password:

*Address Line 1:
Address Line 2:
*City:

*State / Province:
*ZIP | Postal:
*Country:

Phone:

in_c._hilson@trade.wia

John C. Hilson

In_c._hilson@trade.wia
L111]

123 My Street

Lexington
Kentucky v
40517

United States of America v

Add Student




address listed in this area.

4. Once you have confirmed the address is entered correctly click Add Student.

5. The student’s account is now setup!

To Load Student Credit in BULK:

Click Financial Aid Upload from the menu on the left-hand side.

Download the Template and save to your computer in a location that is easily accessible.

3. Complete the template with the student information. Reminder: Description is not required. If

you need assistance creating a Student ID or creating a password refer to the information

below.

a. The format used to create a Student ID and Student Email are: (student full
name)@(program name).wia. Example: john_c._hilson@trade.wia

b. The password for all accounts are the last 4 digits of the participants social security

number.

4. Once the template is completed and saved, Browse for the saved file, and click Upload File.

5. On the next screen, verify that everything is correct

a. A green checkmark will appear if everything is okay.

b. Ifthere are errors (red X’s), read the error message and update your template before

continuing.
6. Once everything is correct, click Process Data.
7. The student credits are now loaded!

To Load Student Credit INDIVIDUALLY:

1. Click Add Student Credit from the menu on
the left-hand side.
2. Search for the student by either the email
address, student ID, or name.
3. Fill out the required fields.
a. Description is not required, however
it is recommended that the
Description area is used where items
other than books are approved.
4. Click Add Credit.
5. The student’s credit is now loaded!

Student Name: John C. Hilson
Student ID: john_c._hilson@trade.wia
Student Email Address: john_c._hilson@trade.wia

Financial Aid Balance: $0.00

Credit Amount: |g 10

Expiration Date: 91;31/2011 !l

Description: \zpproved for purchase of
stethoscope.




