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PREPARING YOURSELF TO APPLY TO CITRUS COLLEGE 

1. An online application to Citrus College 
can be found  at    
 https://wingspan.citruscollege.edu  

 
2. Click on the link  
 Apply for Admission 
 
 
 
 
 
3.  Click on the link to apply using a Regular Application.  Follow the instructions to 
complete the application.  Be sure to print the confirmation that you completed the ap-
pilication ????? 
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• You will need the following to register with WingSpan 
 

1. Your Citrus College ID number 
  Continuing student ID will begin with CC,  or A 
  New student ID will begin with A 
2 Your assigned Appointment date and time   

 You will obtain your appointment time in WingSpan’s secure area at  
  https://wingspan.citruscollege.edu 

  You may also access this area by going to the Citrus College homepage  
   (www.citruscollege.edu) and click on WingSpan 
3 Your User ID 
 Example:  Citrus ID number CC1234560  or  Citrus ID number A12345600 
 
4 PIN (Personal Identification Number) is your 6-digit Birth Date in the form of mmddyy 
  

Example:   
Keith J Smith CC1234560 with a birth date of 07/03/78 would type in the PIN as 070378  
Sarah Jones A12345600 with a birth date of 10/30/84 would type in the PIN as 103084. 
 

• Review the Schedule of Classes  
 
You may want to make a list of the class sections you wish to register for this se-
mester.  You may want to make a second list of possible alternate class sections.  

  

WingSpan Online 
The screens shown are subject to change. 

 
Go to: https://wingspan.citruscollege.edu 
 
 
• Click on Enter Secure Area 
 

PREPARING YOURSELF TO REGISTER 
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WingSpan Online 

• You will be prompted to change your PIN  
• Type in your 6-digit Birth Date in the old 

PIN box 
• Type in a new 6-digit PIN 
• Retype the new 6-digit PIN to confirm 

you have typed it correctly 
 
 
 
 
 
 
 
 
• Click on the Login button 
 
• A security window will open.  Type in a question like, “What is my dog’s name? 
• Type in the answer 
• Click on Submit 
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WingSpan Online 
 

• You are now at the Welcome screen and should see your name at the top of the 
screen 

 
• Click on the link Admissions & Records 

 
 
 
 
 
 
 
 
• You’re getting closer to Registration! 

 
• In the next window, click on the link Registration 

 
 

• In the Registration window, click on the link Register or Add/Drop Classes 
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• There are two ways to use the Add or Drop Classes Worksheet 
 
1. If you know  the CRNs (Course Reference Number) for the course you are tak-
ing  enter the numbers in the boxes  

2. Click on the Class Search button 

WingSpan Online -Add or Drop Classes  
• Select the Term for which you are registering by clicking on the drop down box 
• Select Submit 
 

A1234567  Judy Rogers 

CC123567John Rogers 
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• In the Look Up Classes window, you may select one or more criteria when 

searching for classes. 
• It is best to keep the search as broad as possible so that you will see a widerange 

of courses. 

 
• Select the class(es) that you want to add to your Class Worksheet  

by clicking on the box on the left side of the screen 

 
• Click on the button at the bottom of the screen Add to Worksheet 
 

This is a WORKSHEET  
You are not  

registered yet. 

Hints: 
• If you want to view the entire list of 

courses, Click on Accounting in the Sub-
ject box, hold down the Shift key on your 
keyboard, scroll down to the last subject.  
This will highlight all the Subject areas.  
Press the Class Search button 

• If you want to view the Late Start classes 
highlight all subjects and select Part of 
Term - Second 8 week term 

• If you can only come to school on specific 
days or certain times of day, you can 
search by checking the Days boxes and 
type in the Start Time and End Time.  The 
results will bring all classes during the days 

WingSpan Online—Add or Drop Classes 

A123456  John Rogers 

HINT 
Click on the 
CRN link to 
view details 
regarding the 
class, such as  
Distance Ed, 
Fast Track or 
Linked 
Classes 
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• The courses you have selected will be added to the CRN boxes in your Add or 

Drop Classes Worksheet 

 
• Repeat the Class Search process until you have added all the classes you want to 

take to your Add or Drop Classes Worksheet 
 

• Watch for messages under the Current Schedule section to determine if there is 
special permission or prerequisites needed to register for the class 

 
 
• Once you have selected all the classes, click on the link  

at the bottom of the screen Submit Changes 
 
 

WingSpan Online—Add or Drop Classes 

CC123456 John Rogers 

If you miss this 
step you will NOT 
be registered for 
classes 

CC123456 John Rogers 
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WingSpan Online—Add or Drop Classes 

• You have the option to pay your fees in two ways:  
 

1. On-line payment using any major credit card.    
 

2. In person in Admissions and Records during posted office hours 

Your registration is now in the system. 
It’s time to decide how to pay 

A123456 John Rogers 

Congratulations -  
Your registration 
has been accepted! 

When you are ready to complete your registration, you must  
Click Here When Finished. 



10 
rev. 10/14/2009 

 

WingSpan Online— Online Payment with Credit Card 
 

• The first payment screen will be a screen to purchase Parking Permit. 
 
Parking Fee - Check the box if you want to purchase a parking permit. 

 

A654321 John Rogers 



 

11 
rev. 10/14/09 

WingSpan Online Payment with Credit Card 
Optional Fees 

A Student Services Fee will  be assessed.   
If, after completing the online payment you wish to obtain a refund for this fee, you 
must request a refund form from the Student Affairs office located in the Campus Cen-
ter (CC).  The refund form must then be submitted to the cashier counter in Admissions 
and Records.   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
• When you have completed the Optional Fees form click on Submit. 

 
• The Account Summary by Term will be shown.   

Click on the Credit Card option 

 
 

A654321 John Rogers 

A654321 John Rogers 
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WingSpan Online— Online Payment with Credit Card 
 
• Complete your credit card information on this Secure Site and click on  
 Submit Payment.  
 
 
 
 

• Once you complete and submit all the credit card information, you will need to verify 
that the information is correct. 
 

 
• Click OK to Submit Payment 
 

A654321 John Rogers 

A654321 John Rogers 

1234 Citrus Drive 

123456789 

123456789 

1234 Citrus Drive 

Pasadena 
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WingSpan Online— Online Payment with Credit Card 
 

 
• Your credit card payment will be processed 

 
• BE PATIENT— Do not click the back button or your transaction will not be proc-

essed 
 

• REPEAT:  Do not click the back button or your transaction will not be processed 
 

 
• When your payment is complete, the window will appear that the payment was ap-

proved. 
 

• Print the page for your records 
 

 

CONGRATULATIONS! 
Your registration is  

complete 
 

A654321 John Rogers 

John Rogers 
A654321  

123456 



14 
rev. 10/14/2009 

 

WingSpan Online—  Payment in Person 
 

• If you want to pay in person: 
•  From the Add or Drop Classes Window, click on Submit Changes 
• Click on EXIT. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
• If you would like to have the Student Activity Fee waived prior to payment, you must 

obtain a waiver form from the Student Affairs Office.  Bring this form with you when 
you make your payment in person, and the fee will be waived. 

 
• If you decide later to pay on-line: 

• Log into WingSpan (refer back to page 5 of this user guide) 
• Select the Registration link 
• Select the link Register or Add/Drop Classes or Registration  
 Fee Assessment 
• Follow the steps on pages 11 through 14 of this user guide 

 
 

A123456 John Rogers 
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Registration Confirmation 
 

• To confirm that you have registered for classes 
• Click on the link Return to Menu 

 
 

• Click on the link Registration 

• Click on the link Student Detail Class Schedule 
 
 
 
 
 
 
 
 
 
 

John Rogers 
A654321 

A123456 John Rogers 
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NEED HELP? 

REGISTRATION ASSISTANCE 
If you experience difficulties registering online, please call  
Admissions and Records at 626.914.8511 for assistance.   


