
The CE System 
Student Re-Enrollment



The CE System is a fast and convenient way 
to re-enroll your students into class for the 
coming semester. 

This system can by used by both in-person 
and hybrid/online instructors. 



Step 1: Access the District Intranet Site by visiting:  www.rsccd.edu

When you click on 'Employee 
Intranet, this box will appear. Enter 
your username and password.



Step 2: Click on 'Continuing 
Education' to access the 
Continuing Education 
Intranet site.



Step 3A: Click on the 
Red arrow for School of 
Continuing Education.

Fun Fact: 'CE System' stands for 'Continuing Education System'. This system created specifically for Continuing Education and 
many applications we use every day were developed within this system including the online searchable schedule and automated 
faculty communications.

Step 3B: Click on the 'CE 
System' link.



Step 3: Login to the 
system using your 
school email address 
and password.



You are now logged into your CE System dashboard. 

Step 4: Using the top navigation, click on ‘Reports’ and then select ‘Course Roster’. 



Step 5: Go to ‘Section’ and choose the class you would like to update. 

Step 6: Your class roster will appear. Check the students you wish to promote to the next level. 



Step 7: Click on ‘Action’ and then click on ‘Promote’. You can also choose to add a student comment. 

Step 8: Click 
on submit. 



Step 9: Follow steps 6, 7, and 8 but this time select ‘Retain’. 

Once you hit ‘Submit’, the information is immediately sent to the A&R office for processing. J 

Tips for Success:
• Don’t forget to click ‘submit’ after selecting ‘Promote’ or ‘Retain’.
• If you have a special message for A&R, use the ‘Comment’ feature. 



Thank you for viewing.
For questions or to request additional training please contact:

Pilar Traslavina


