
Mitchell Community College
Dual Enrollment Orientation



Mitchell Community College
Dual Enrollment Program

Getting Started  

Self Service Account 

View pathway(s), credit hours, grades. 

Plan, register, & pay for classes

Before Classes Begin

Staying on Track

Need Support?

Policies & Reminders

Table of Contents



Getting
Started



Activate your Mitchell email account

Authenticator App:  (see picture on next slide) 
We use a multifactor authenticator.  You will be prompted to install the authenticator app on your
phone where you will receive a code to enter to access you account. 

If you would prefer, you can select - “set up a different way to sign in”. This method will allow you to
enter your phone number and you will be texted a one-time code to enter to access you account.  

Your account username is your email address: 
Example: rajustice@students.mitchellcc.edu 
Your initial password is m$ followed by your Student ID. 
Example: If your student ID is 0123456 your password is m$0123456. 

1.  Go to www.mitchellcc.edu

2. Click “My Mitchell” at the top of the screen

3. Scroll down to the burgandy rectangles and

choose Mitchell Email (office 365)

4.Click on “Office 365 (Email)” to access your

student account





Check you Mitchell email regularly, preferrably daily
Always use your Mitchell email to communicate with your
Mitchell instructors, liaisons, and other college personnel 
Emailing your instructor - include the course name and
section you are enrolled in (Ex:  PSY-150-OKI1) 
Always include your Mitchell ID number in your emails to help
staff identify you 
Practice professionalism! 

Include an opening
Include specific details information (course, section,
Mitchell ID number
Include an approriate closing 

Things to keep in mind with email



Self
Service

Account



Self Service Account

Self Service is your “hub” -
see your pathway(s),
courses, grades,
plan/register for classes

How to log in -

1.  Go to www.mitchellcc.edu
2.Click on “My Mitchell” at the top of your

screen
3.Scroll down to the burgandy rectangles

and click, “Self Service”
4.Enter your username (first part of your

Mitchell email address - ex: rjustice) and
click sign in



Once you are logged into self-service,
you wil l  have a series of options.   
Cl ick on “student planning” 
cl ick,  “view your progress”
This is where you wil l  see your
pathway(s).  
I f  you have more than one pathway,
use the arrows to toggle between
pathways 
In each pathway, you wil l  see a l ist  of
classes  you are el igible to take 
I f  the class in not in this l ist ,  you
cannot  take it !  

Self Service - Student Planning 



A student may be in one college transfer pathway
and/or one Career and Technical education pathway.  A
pathway IS NOT a full degree.  
If a student finishes their college transfer pathway, they
will have completed approximately one year of their
Associate’s degree (two-year degree).  
If a student finishes their Career and Technical
education pathway, they will earn a certificate.  
If a student finishes their college transfer pathway, they
can request that the full degree be opened.  This
request can be made to their liaison when they are
enrolled in the last one or two classes in their pathway. 

What is a pathway?  



Course Registration is a two-step process

Find the classes you are interested
in within your pathway, choose
which section suits you best, and
add that section to your plan. 
This is done BEFORE registration
day! 

When your registration window opens, go to
your plan & schedule and press the blue
registration button. 
You are not registered for classes until you
actually register! 

Step one: Plan Step two: Register



Self Service Planning 

Go to www.mitchellcc.edu/my-
mitchell 
Select Self Service 
Select Student Planning 
Select Go to My Progress to see
the classes in your pathways.
You will use the arrows (<, >) to
scroll through your pathways. 
Select on the hyperlinked
course code (example: ART-111
for Art Appreciation) to read
the course description. 



Self Service Planning cont.

Once you’ve clicked on the
hyperlink, you will see all
course details:

Course description
Prerequisites

Use filters (on the left) to
search for current course
offerings that meet your
specific needs
(terms/dates/times/locations)



Understanding Course Options

Mitchell offers classes in 16, 12, 8,
and 4 week sections.  
Regardless of the course length,
students are learning 16 weeks
worth of content.  
A 16 week course will move at the
slowest pace and a 4 week course
will move at the fatest pace. 

Students can take classes on the Statesville
Mitchell campus, Mooresville Mitchell
campus, online/distance learning, or at
their high school (if applicable)
Class meeting times and days are specified
(for in-person classes). If the class has a
lab, meeting days/times included
Students must provided their own
transportation 

Course Length Course Locations/Times



Self Service Planning cont.

Once you established your
filters, click “view available
sections” 

Pay close attention to the meeting
dates (16, 12, 8, 4 week sections),
locations, seats available, instructor
and “add section to schedule” for
the one that suits you best.  
Click the blue button in the same
row as the course (ENG-111-OKI1)



Self Service Planning cont.

Scroll through and read the
additional information for the
course.  This will specify the
course meeting details and
outline midterm and exam
requirements as needed 
Some courses mandate in-
person midterm and final
exams, even if they are taught in
an online format
If you can meet those
requirements, click “add section”
Repeat these steps for each
class you want to to take 



Self Service Registration

Go to www.mitchellcc.edu/my-mitchell 

Select Self Service 

Select Student Planning 

Select Go to “Plan your degree & Register for classes”  to see the classes you added. 

Use the arrow keys at the top to find the correct term (Fall, Spring, Summer). You will see the courses you added from the

planning steps above. 

You can register for each class individually, by clicking the blue “register” button or you can click “Register now” in the

upper right corner. Be careful – the “Register now” button will register you for ALL classes in your plan. Make sure you

want all of those if you plan to click “register now.” Otherwise, register for each class individually. 

You will know that you are registered, because each class will turn green and say “Registered, but not started.” 

If the class is full, you may add yourself to the waitlist. Do not add yourself to other sections of the same course if you are

on the waitlist. 



Self Service Registration cont. 

Use the arrow keys at the top to find the
correct term (Fall, Spring, Summer). You
will see the courses you added from the
planning steps above. 
You can register for each class
individually, by clicking the blue “register”
button or you can click “Register now” in
the upper right corner. Be careful – the
“Register now” button will register you for
ALL classes in your plan. Make sure you
want all of those if you plan to click
“register now.” Otherwise, register for
each class individually. 
You will know that you are registered,
because each class will turn green and
say “Registered, but not started.” 
If the class is full, you may add yourself to
the waitlist. Do not add yourself to other
sections of the same course if you are on
the waitlist. 



Before
Classes
Begin



Accessibility Services

If you have a 504 or IEP at your high
school, you may be eligible for
accommodations/services
through Mitchell Community
College.  
 Plans do not automatically
transfer.  Students must reach out
to accessibility services to
determine eligibility/services. 

Accessibility Services Website 
Marks Elder, Accessibility Services
Coordinator and 504 Coordinator

Melder@mitchellcc.edu
(704) 878-3364

Molly Rogers, Accessibility Services
Generalist

mrogers@mitchellcc.edu
(704) 978-5426

Accommodations Contact

https://www.mitchellcc.edu/accessibility-services/
mailto:melder@mitchellcc.edu
mailto:mrogers@mitchellcc.edu


College Calendar 

College Calendar 
Bookmark the college calendar for easy access and to see important
drop/add dates, start/end dates, holidays, etc.
The college calendar does not always align with the high school
calendar.  
If the college is in session, students are expected to attend class and/or
meet deadlines (even if your high school is on break/not in session). 

https://www.mitchellcc.edu/academic-resources/
https://www.mitchellcc.edu/academic-resources/


Important Enrollment Info
Attendance Absences

In person classes:  students must attend all
in person classes and adhere to the
attendance policy in their ocurse syllabus.
Online classes:  students must regularly log
in and complete assignments.  If a student
does not log in and submit assignments for
14 or more consecutive days, they will be
withdrawn from the course.

Traveling while enrolled? Students are
expected to meet deadlines while on
vacation. For international travel, you must
contact itsupport@mitchellcc.edu prior to
leaving to gain access. 
School related absences? Students that miss
class due to a school field trip, mandatory
testing, extracurricular activities, etc. need to
work with their school liaison and email their
Mitchell instructors in advance to
understand make up policy. 



Drop/Add Procedures

All drop/add deadlines are specified in the college
calendar 
Students must meet with their school liaison to complete
a drop/add form
The high school liaison will be able to explain how
drop/adds will impact your Mitchell transcript.
Refer to your high school drop/add policy to understand
how your high school transcript may be impacted. 

https://www.mitchellcc.edu/academic-resources/
https://www.mitchellcc.edu/academic-resources/
https://drive.google.com/file/d/1hjf5To8rig39tpHlWjMFQ01dtsOxkdg5/view?usp=sharing


Open LMS

Open LMS is where you will go to access your courses.
The Open LMS is accessed through Mitchell’s website and is not
connected to your high school. 
To access the LMS:

Go to www.mitchellcc.edu
Click “My Mitchell” at the top of your screen
Scroll down to the burgandy rectangles and click “Open LMS”



Open LMS cont. 

After clicking on “Open LMS”,

click, “Log in using your account

on Microsoft Office 365"

You will not be able to access

the LMS or your classes until the

first day of that course. (Check

start dates in self service).   

Make sure you seeing the

current term and there will be a

tile for each enrolled course



The EVA is one of the first assignments you
must complete at the beginning of each
course.  
It is a quick form that verifies your
enrollment in the course and is state
mandated. 
You will be dropped from the course if you
fail to complete the EVA by the due date.
No exceptions can be made. 
This will result in being marked as a “no-
show”.  
Refer to your high school policies
regarding how the “no-show” may impact
your high school transcript. 

Enrollment Verification Activity (EVA)



The syllabus is your “go to guide” that
outlines everything for that particular
course. 
Spend time reading this document the first
day of class and understand all of its
contents.
The syllabus will explain all course
procedures, policies, instructor contact
information, assignments, due dates,
grading, late work policies, attendance
policies, textbook information, and more! 

Course Syllabus



There is a course calendar in
each course.  While it is a
good reference, it does not
replace walking through the
course directions, modules,
and individual assignments. 
Going through each week’s
modules will ensure all
assignments are complete. 

Course Calendar and Modules



Students are responsible for
purchasing all textbooks, access
codes, supplies required for their
course. 
Students should refer to the syllabus
for each course to find the required
materials.
Biblu???????

Textbooks & Supplies



Staying
on track



It is the student's responsibility to monitor grades throughout
the course.  Grades can be found in the LMS. 
Parents will not receive progress reports for college classes.  
Parents are encouraged to work with their student and view
grades through the students LMS. 
Students should proactively reach out to Instructors if they have
any concerns in the course.  

Instructors will not communicate with parents
Parents should not communicate with Mitchell employees
through the students email account
Parents and students are welcome to work with their school
liaison as needed

Monitoring Grades



While checking your
grades in the Open LMS,
do not rely on the
“progress bar” for the
course.  
It does not reflect your
grade or accurate
progress completion.  

Monitoring Grades cont.



Students should reach out to
their instructors early if they
are struggling in a course. 
Free tutoring is available to all
students in any subject - both
in person and online
Visit the tutoring center on our
website for more information
or in the LMS. 

Tutoring 

https://www.mitchellcc.edu/tutoringcenter/


Contact itsupport@mitchellcc.edu for any of the following:  
Cannot login to your email or self service account
If you need the Microsoft Authenticator reset
If you are traveling internationally and need access to your
Mitchell accounts while you are away

Contact dl-information@mitchellcc.edu for the following: 
Any issues regarding Open LMS

Contact your school liaison for any of the following: 
Forgot your account or login information

Tech Support



Policies
Procedures

and
Resources



Parking Pass  (needed for in-person classes)
Student ID’s  & link to schedule an appointment
Transcript request 
Dual Enrollment/CCP website
CCP Handbook 

Iredell Statesville Schools  
Other Schools

College Resources

https://mitchellcc.edu/about-mcc/campus-safety-and-security
https://www.mitchellcc.edu/campus-safety-and-security/
https://www.mitchellcc.edu/campus-safety-and-security/
https://www.picktime.com/mitchellcc
https://www.mitchellcc.edu/student-services/records/
https://www.mitchellcc.edu/student-services/records/
https://www.mitchellcc.edu/ccp/
https://drive.google.com/file/d/1XLrRVOMwxb9gmQ5pzkf_0fIGZOqUaHIg/view?usp=sharing
https://drive.google.com/file/d/1ua230KqUJ9mQ-8wK3WWzv_Wwa_2vknHu/view?usp=sharing


Mitchell Grade (on transcript) High School Grade (on transcript)

A 95

B 85

C 75

D 65

F 55

W 55 (Withdrawn by teacher or without
principal permission)

Grading
Mitchell Comm College reports letter grades
while high schools report numerical grades.
Refer to the state conversion chart.

Grade Suppression: 
The college allows students to retake a
course when a student made below a C.
The highest grade will factor into the
students GPA. 
Students should refer to their high school
counselor for grade suppression policies
and their high school transcript. 



Change of pathway
Iredell Statesville Schools COP
Other School’s COP

Drop/Add 
Leon’s law
Application/Leon’s Law

Iredell Statesville Schools
Other Schools

Forms

https://drive.google.com/file/d/1tHRTpSZ4wCrxjpAn4JSrIr978n0mzUn_/view?usp=sharing
https://drive.google.com/file/d/1tHRTpSZ4wCrxjpAn4JSrIr978n0mzUn_/view?usp=sharing
https://drive.google.com/file/d/1tHRTpSZ4wCrxjpAn4JSrIr978n0mzUn_/view?usp=sharing
https://drive.google.com/file/d/1tHRTpSZ4wCrxjpAn4JSrIr978n0mzUn_/view?usp=sharing
https://drive.google.com/file/d/1tHRTpSZ4wCrxjpAn4JSrIr978n0mzUn_/view?usp=sharing
https://drive.google.com/file/d/1tHRTpSZ4wCrxjpAn4JSrIr978n0mzUn_/view?usp=sharing
https://drive.google.com/file/d/1tHRTpSZ4wCrxjpAn4JSrIr978n0mzUn_/view?usp=sharing
https://drive.google.com/file/d/1B2wPZrviLspCu-V29sn5Aw2QaF5SHnKp/view?usp=sharing
https://drive.google.com/file/d/1tHRTpSZ4wCrxjpAn4JSrIr978n0mzUn_/view?usp=sharing
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