
Electrical & Plumbing Apprentices 
VTSU Instant Enrollment Guide 
These instructions have been prepared to walk you through the new registration system for non-credit 
offerings. If you are looking to register for credit-bearing courses as a matriculated or non-matriculated student, 
please log in to the VSC Portal (portal.vsc.edu) using your VSC username and password and navigate to self-
service. 

During your non-credit registration process, if you run into any difficulties at all, please email 
Workforce@VermontState.edu, with as much information as possible, screenshots are great, and we will work 
to resolve the issue. Please include a good phone number you can be reached at, as well as your VTSU Student 
ID number (Returning Users).  

This document includes instructions for both returning users and new users to the VSC system. Please follow 
the guidance provided for the type of student you are.  

mailto:Workforce@VermontState.edu


Definitions 

Course: A VTSU non-credit offering. May also be referred to interchangeably as Training, Offering, or 
Section. 

Instant Enrollment: The VTSU registration system for non-credit offerings. May also be referred to 
interchangeably as IE. 

New User: Anyone who has not taken course(s) at a Vermont State College. May also be referred to 
interchangeably with New Student, or Participant. 

Offering: A VTSU non-credit offering. May also be referred to interchangeably as Training, Course, or 
Section. 

Returning User: Anyone who has taken a course(s) at a Vermont State College since 2000. May also be 
referred to interchangeably with Returning Student, Student, or Participant. 

Section: A VTSU non-credit offering. May also be referred to interchangeably as Training, Course, or 
Offering. 

Student ID: referred to interchangeably as Colleague ID 

Training: A VTSU non-credit offering. May also be referred to interchangeably as Section, Course, or 
Offering. 

User: Person using the Instant Enrollment registration system. May also be referred to as Student, 
Participant, New User, New Student, Returning User, Returning Student. 

VTSU: Vermont State University 

VSC: Vermont State Colleges 

 

Vermont State Colleges 

The Vermont State Colleges include: Community College of Vermont, Castleton State College, Castleton 
State University, Johnson State College, Northern Vermont University-Johnson, Lyndon State College, 
Northern Vermont University-Lyndon, Northern Vermont University, Vermont Academy of Science and 
Technology (VAST), Vermont Technical College, or Vermont State University. 

 



Registering for a course 

Step 1: View Online Courses 

Navigate to the 2025-26 Apprenticeship Registration web page 

Step 2: Select Desired Course(s) 

Using the content published on the VTSU website, click or tap the TRADE and LEVEL you are registering 
for. This will redirect you to the appropriate course section in Instant Enrollment. 

 

Step 3: Sign In or Guest 

If you have a VSC username and password, click or tap Sign In and enter this information. If you have 
forgotten your password, or your password expired, you can reset your password at reset.vsc.edu. For 
step-by-step instructions, see the PASSWORD RESET STEPS at the end of this document. 

 

Once you are signed in, the next page asks for optional additional information.  

https://vermontstate.edu/about/workforce-community-and-economic-development/2025-26-apprenticeship-registration/
https://password.vsc.edu/identity/self-service/vsc/smsreset.jsf


 

Click or tap Submit 

 



If you do not have a VSC username and password, click or tap Guest (not signed in), and complete the 
Personal Identification information on the next page.  

 

Check the certification statement box and click or tap Submit 
(Please note that the certification statement wording has been updated to read, “I certify that I am 
authorized to submit this information and that, to the best of my knowledge, the information provided is 
accurate and complete.”) 

 



Step 4: Complete Registration and Payment Information 

Note: The Select button is not available for sections at capacity. If not available, you will need to choose a 
different section. 

Click or tap the Select button to choose the section. 

 

 

Click or tap Add Section to add the section and continue the registration process.  

 

  



Click or tap Next.  

  

Enter Additional Details (optional)  

  

Click or tap Submit 



Step 5: Completing Registration 
 

When a training is free, there will be a Register button.  

  

Click or tap Register. 

 

When a training has associated costs, choose the appropriate Payment Details.  

NOTE: Not all payment options are available on all offerings. 



Credit Card Payments  

1. Click or tap Pay Now 
2. Select Self Service Credit Card Pmt from the Payment Methods drop-down 
3. Click or tap Proceed to Payment 

 

4. Click or tap Proceed to Payment 

 

Select Pay Now 

 
 

You will be redirected to the Vermont State Colleges System secure TouchNet site. 



Enter your Card number and select Continue 

 

 

 



Complete the remaining information requested.  
NOTE: The billing address must match the address on the billing statement.

 

IF THE NAME ON THE CREDIT CARD IS NOT THE SAME AS THE PERSON BEING REGISTERED – 
PLEASE DO THE FOLLOWING: 

• In the Name on card field, enter "Name on card for registrant name." 
Ex: Kyra Roberts is being registered for the training, and Carrie Wright is paying using her card, 
so the information entered will look like this: Carrie A. Wright for Kyra Roberts. 

Select Continue



Review the payment information you entered. 

 

Click or tap Continue 



Acknowledgement page 
 

The Acknowledgement page will display upon successful payment. 

 

 

An email containing the same information is sent to the user. 

 



You will also receive an email from colladmin@vsc.edu. This is a temporary password for Instant Enrollment 
only. It has nothing to do with your VSC account.  

 

Suggestion: Move this to a folder in mailbox. Once your registration is finalized on the VTSU end, you will receive 
a Welcome email from the Registrar's Office or the Workforce offices. This email will provide you with your 
student ID number and instructions on how to activate your VSC account. 

mailto:colladmin@vsc.edu


Other Payment Options 

NOTE: Not all payment options are available on all offerings. 

1. Click or tap Pay Later 
2. Click or tap a Pay Later Method from the drop-down. 

 
o Purchase Order: You or your company will be responsible for sending us a purchase order to fulfill 

this registration. 
o Third-party Funding: Choose this option ONLY if you have been AWARDED a VSAC Advancement 

award. If you have not applied or been awarded, you will need to choose the Pay Now Option, then 
select Self Service Credit Card Pmt to pay by credit or debit card. 

o Employer Sponsor Check: This will be the most commonly used option for apprentices. Choose this 
option if you have CONFIRMED with your employer that they are paying for your course. If you have 
not confirmed with your employer, you will need to choose the Pay Now Option , then select Self 
Service Credit Card Pmt to pay by credit or debit card. 

o VSC Internal Transfer: Choose this option if you are a VSC employee and your supervisor has 
confirmed your department is paying for this course.  

  

Click or tap Register  

 

  



Acknowledgement page 
 

The Acknowledgement page will display upon successful payment. 

 

 

An email containing the same information is sent to the user. 

 



You will also receive an email from colladmin@vsc.edu. This is a temporary password for Instant Enrollment 
only. It has nothing to do with your VSC account.  

 

Suggestion: Move this to a folder in your email. Once your registration is finalized on the VTSU end, you will 
receive a Welcome email from the Registrar's Office or the Workforce offices. This email will provide you with 
your student ID number and instructions on how to activate your VSC account. 

 

Congratulations!  

You have successfully navigated the Instant Enrollment registration process. Please be sure to watch your email 
for important information within the next few days. If you do not see any emails in your Inbox, please check 
your Spam/Junk folders.  

 

mailto:colladmin@vsc.edu


Steps to Resetting Your Password 

If you have forgotten your password, or your password expired, you can reset it from any login page or directly 
at reset.vsc.edu. 

• You will need your College ID number 
o Email Workforce@VermontState.edu with your name and date of birth if you do not know 

your College ID number, and we will respond as quickly as possible. 
• Use your chosen name (nickname) if you set one up 

1: Navigate to the password reset page 

From any VSC login page, click on the Forgot my password link. 

 

2: Complete the form 

https://password.vsc.edu/identity/self-service/vsc/smsreset.jsf
mailto:Workforce@VermontState.edu
https://password.vsc.edu/identity/self-service/vsc/smsreset.jsf


Enter all the required information. Once all information is entered and the check box checked, click or tap 
Submit to continue to the next step. 

 

 

3: Select where the PIN will be sent 

 

 



4. Enter the Reset PIN 

Depending on the method you chose, retrieve the PIN from your email or mobile phone.  
 
Mobile phone 
You will get a text like the one below. Use the PIN sent to your device as soon as possible, as it expires after 30 
minutes. 

 

Your email 
Retrieve the PIN from your email. Be sure to check your spam folder. 
 

 

 



Enter the PIN on the screen and click or tap the VALIDATE button.  

 

5. Create a Password 

After the PIN has been validated, it is time to set a new password. Enter it twice and be sure to follow the 
password guidelines: 

 

 

It will take approximately 10 seconds for the password reset to process. You can now log into your VTSU and 
CCV services using your new password. 



Removing a Section From the Cart (Optional) 
1. Select the Delete button to the right of the class/section you want to remove 

  

2. The user will be prompted to confirm the deletion:  
• Select Cancel to cancel the process 
• Select Remove to remove the class/section  
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