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Welcome to the dual enrollment program at Ozarks Technical Community College! OTC provides a
convenient online registration process using DualEnroll.com. Here’s how to register for your OTC

course(s).

First Time Students - Create an

Account

You can register by computer or on your smart
phone by navigating to

https://otc.dualenroll.com/login and selecting,
CREATE MY ACCOUNT. If you have an existing

Log in to your existing DualEnroll account New students

PASSWORD: [ |

Forgot your username or password?

Instructors with a college account

Need to enter your text confirmation code?

DualEnroll account from a different college, use your existing log-in. You cannot have duplicate
accounts in dualenroll. You can navigate between the various colleges via the college specific,

DualEnroll link. Login issues? See page 6.

OTC has seven application steps. Completed steps are listed in e

green under Application Steps, and the current step is shown in
orange. Complete all required fields which are marked with an
asterisk and click the update button after completing a step.

1. student Address

d. Provide your mailing address, phone, and email
address. Then, answer the additional application

questions.

2. Student Demographics

d. Once you click REGISTER, you'll receive
a text message with an activation code, or

an email with a link to confirm your
account. You must confirm your

account to proceed. If using email, be
sure to check your junk and spam folders

if you don’t see the communication in
your inbox. Issues? See pg. 6.

3. Terms and Conditions

d. Read and agree to Ozarks
Technical Community College’s terms.

La: Suffix
I | [~]

te o preferred first name if it is different than their lega
cate Ben, B or any othe ferre t name.

te Be ny
rst name, leave this field blank. Plzase d!

Cell Phone Carrier

Amanda Smith - CENTRAL HIGH SCHOOL

Camrks Technicsl Community College Tarma sod Condtions i
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4.. FERPA Consent

d. Indicate that you
approve or deny
various levels of
FERPA consent.

i. Under federal

RLLEASE OF 5T\

infomiation & i

Amands Smith -

CENTRAL HIGH SCHOOL

Opasies Technical Comenunity College FERPA Consent

FOENT INFORBATRON ALTHORIZATION

For addmional informasion on FE&PA-

by aulhoiod e b Technical Commurdly Colsgpe 1o reliais Uhe sducitional reconds or

wialited.

Flease Note: Counseling Center and Services for Students with Dissbdithes re<ords sre
considened medicsl records and are not cowered under FERPA rules. A separate relesse fioam

Il

law, OTC cannot give out any student information, regardless of age unless the
FERPA consent allows. Please fill the FERPA form out accordingly and enter a
FERPA pin. We will ask for your FERPA pin and must verify contact information
before releasing any educational information to the individual listed on your

FERPA form.
5. Parent Information

d. Enter parent contact
preference and
information. NOTE:
Parent contact
information cannot be
the same as student
contact information.

6. High School

d. Enter your high school,
graduation or
GED/HIiSET
Completion year,
and your HS counselor
listed in the dropdown
menus.

7. Tuberculosis Screening

d. Complete questions for the

tuberculosis screening.

Amanda Smith -

CENTRAL HIGH SCHOOL

Parent or Guardian Contact Information

APPLICATION STEPS

CENTRAL HIGH SCI

Pt Or Gusrdion Name: | sdentaddoss
Reiasi _

Parant Or Gussrdian Ermail: hsh‘xhod

Amanda Smith - CENTRAL HIGH SCHOOL APPLICATION STEPS

Change High School

HOOL hd

High School Grady

Counsalor®

Amanda Smith - CENTRAL HIGH SCHOOL

Tubercaions Sareeming
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NOTE: You can edit any of the steps by clicking on your profile tab at the top of the screen.

Your account is now ready for use and you can begin the course registration process.

Register for Course(s):

Once you are logged into your
account, click on the Courses tab. The
course finder shows you which

Profile

Narrow your Search

Browse all courses or narrow the selections displayed using the search criteria
Remember that using multiple search criteria may eliminate all courses

I college Now = High School B online course. B Regional Center

Wes Test  Help Logout

. = All Active Terms
courses are being offered.

-
R

BY PROGRAM
. . . ART-100 u ART ART AND EXPERIENCE Ozarks Technical Community
Use any of the filtering options on the SelectProgam v
I gran: [J T ST oieTn e Tecboiia

left to narrow down your search.
Click on the course name to see a

Course Detail: CONTEMPORARY MATHEMATICS &

- - - COURSE NUMBER: MTH-128
detailed class description and CoURSE SURECT
available sections. the term listed CREDITS: 3.0
under the course name. COLLEGE: Ogzarks Technical Community College
DESCRIPTION:  This course provides students with a basic survey of mathematics. Topics include problem solving,

medeling, counting methods, probability, statistics and geometry. (MOTR MATH 120}

e Please note: OTC participates

in year-long scheduling
meaning all terms for the year

Available Sections

Section Type Instructor Location Days/Time Start/End Date ‘Options
will be visible and available wo1 B Gy EnnIE pE— -
Fall 2022 12/16/22
for enrollment. Please ensure o R
. R WD3 | MELISSA ully Online 08/22/22 - -Regisler
you are enro",ng in the Fall 2022 WITTMER 12/16/22
desired term. Fal 2022 B e e s/2e

Once you’ve decided on a course and section, click the REGISTER button to start the course
registration process.

Check Registration Status:

You can check the status of your
registration under your ‘status’

e o]

The courses you are currently registering for are shown below.
The Steps column indicates what needs to be done to complete the registration process:
s Highlighted steps need to be comgleted by you. Click on the text link for detailed instructions
«  Other (nan-highlighted) steps need to be completed by others (your high schaol counselor, parent/guardian, or college staff).

Your Courses

Your Courses

BIO-100 LIFE SCIENCE WD2[+] Instructor Approve Course: Complete Course Status Steps
Ozarks Technical Community College Parent Provide Consent: Complete
. BI0-100 LIFE SCIENCE WD2[4] Instructor Approve Course: Complete Failed
Fall 2022 Student Select Another Course Section: Complete Ozarks Technical Community ¢ - story] [Notifications]

Student declined Course Section Fall 2022 No Further Actions Required %
ENG-101 COMPOSITION | VOSRO[4]
Ozarks Technical Community College
Fall 2022

High School Approve Course: Complete

: ENG-101 COMPOSITION | VDS
Parent Provide Consent: Complete

Ozarks Technical Community {
Fall 2022

mplete
story] [Notifications] [Drop]

You have completed the re%istratinn request for this class You
will be notified via email and/or text message if you need to
complete additional steps for this class at a later time.

HST-120U 5. HISTORY . TO 18
Ozarks Technical Community {
Fall 2022

Please select one of the options below: mgplete
HST-120 U.5. HISTORY |: TO 1865 WD1[4] story] [Notifications] [Drop]
Ozarks Technical Community College

Fall 2022

High School Approve Course: Complete
Parent Provide Consent: Complete

request ancther class view current status logout

PHY-105 INTRODUCTION TO P|
Ozarks Technical Community ¢
Fall 2022

mplete
story] [Notifications] [Drop]

Parent Provide Consent: Complete
Student Select Anather Course Section: Complete

PHY-105 INTRODUCTION TO PHYSICS WD3[+]
Ozarks Technical Community College
Fall 2022

College Review Registration Request: Complete
Designated Approver Approve Course: Complete
Parent Provide Consent: Complete

Student Select Another Course Section: Complete ]
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tab on the student dashboard. Click ‘view current status’ to see where your registrations are in the
process.

e Students must drop classes using their DualEnroll registration Activity Page. If the registration is incomplete,
an “abandon” option will appear instead of “drop.” Students can abandon registration at any point before
completion of the enrollment. Once enrollment is complete, the “drop” option will appear.

* CONGRATULATIONS! *

Your part of the registration is done for now. You will receive a notification email when your
registration is complete, or if more information is needed. Now, your registration must go through the

high school approval and parent consent steps before OTC

e enrollment is complete.
Parent: Pravide Consant

T NOTE: Homeschooled students:
proser: Beview | Hgihilby Recomenendasion
e R Your designated approver must
vk and Senices: 3.0GRA o highe, O 25299 GRA, with a recommendation rom your prinopal o guidance coumsion Review your Eligibility based on
A SIS R o ot SRS S Jas gk v e S the OTC dual credit guidelines
™ a0 perrenbie or higher on the ACT or SAT, cumuiatiee G of 3.0 or higher, snd & recommendasbon T TR . . . A E .
ovs listed in the eligibility review
sggw 155 ypoars o clder by B few OTC claniem begm for ae-campon smnd onles claunes cnly form.
i Li } 1= =g 1
Sludet Narme Action (= X Acadleeric Yaar
A0 Samin?
| Chowt Approwe; reoomencation nad reguared i reshmsn
Approsss arad red ommand fophomoee
Shindinil dowsa ' Gualify, Lal del vt Fiydy Juari ke
Daan™t sepaorss of fecoimrmee dicline reguest b el S e
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Parent Consent

Once the registration process is started, parents receive email and/or text notifications. The notifications
indicate your registration status, OR request parental consent to register for the given term. Notification
for consent will include an active link to access the online parent consent form.

Once your parent has clicked the link in their
email notification they must:

1. Provide an Electronic Signature

2. Provide Payment Method (Students attending a
school paid district will not see payment
information and can skip this step.)

a. All other students will be required to pay
electronically, per course, or select the ‘pa
later’ option. The pay later option could
appear as ‘Pay electronically via Student’s

i. It's easiest to pay during registrati( |
via the ‘Pay Now’ option. Parents
who select ‘Pay Later’ have
additional steps to complete during
the dual credit payment window.

ii. DualEnroll charges a convenience =
fee on all credit card transactions.**

3. Click COMPLETE STEP.

If your parent is not receiving email notifications, verify and edit parent contact information by
clicking on the profile tab at the top of your DualEnroll page. Then, click on the ‘Parent Information’
option on the right-hand menu. If you've verified your parent’s contact information and they are still not
receiving DualEnroll notifications, ask them to check their SPAM folder.
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Login and Account Creation Troubleshooting

If you've forgotten your username or password, you can retrieve
your username and/or reset your password using the link on the

login screen.

When to contact the DualEnroll HelpDesk:

1.1 you still cannot access your
account after going through the
‘forgot username or password,’
process, you can submit a Help Desk
ticket by clicking the Help Desk button
in the upper right corner of the log-in

screen.

I

If you receive an error message
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USERNAME:

DualEnr®ll.com

Log into your existing DualEnroll account

(ZARKS TECHNICAL

OMMUNITY COLLEGE

Login

Log in to your axisting DualEnrell account

LISERNAME

PASSWORD

DualEnrall

Instructors with a collage account

AL Y COLLEGE LOGIN

about a duplicate phone number or email address. This occurs when a student has a duplicate
account in DualEnroll, or when the student has a sibling who has used the same parent contact
information that the current student is attempting to add to their application. The DualEnroll
HelpDesk can resolve this.

Course Enrollment Status Key

Status

Explanation

Action Needed by

Pending: Student

Review/Update of Application

Student must complete the Student Responsibility Page in
DualEnroll for the application to move forward.

Student

Instructor: Approve Course

Final course approval for Dual Credit seated course
enrollments.

Seated Course Instructor

Form for parent consent and payment options; pay now or

Course Section

Parent: Provide Consent pay later in student’s MyOTC account. Parent
Payment method originally provided in DualEnroll was
Parent: Provide Alternative declined. New payment information is needed. Otherwise,
. . . R . Parent
Payment Information enrollment will be moved to the ‘pay later’ option and
processed.
Student application was flagged for an incorrect name,
College: .ReV1eW Admission bqthdate, or social sqcurlty purnbpr by t.he college. Student Ozarks Tech/Student
Application will be asked to provide verification of incorrect
information to OTC’s registrar.
The course section the student originally chose is full.
Student must select another section. If no section is
Student: Select Another available, leave enrollment active so the Dual Credit team
Ozarks Tech/Student

can try to find a seat for the student. Once a seat is
available, OTC will automatically move the student to an
available seat.
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College: Review Registration
Request

The student may have/need: Administrative hold (social
security, birth date, finance hold), requisite waiver, or any
other misc. software error.

Ozarks Tech

College: Approve Student

Student application was flagged for their age, or they did
not qualify to participate in Dual Credit but their school
counselor recommended them anyway.

Ozarks Tech

Abandoned

Final enrollment step indicating that the student’s
enrollment is no longer active. This can be initiated by the
student, high school, or college at anytime before the
enrollment has moved to the ‘complete’ step in
DualEnroll.

N/A

Complete

Final enrollment step indicating that the student’s
enrollment is complete at the college.

N/A

Drop Complete

Final enrollment step indicating that the student’s course
drop has been processed at the college.

N/A

Failed

Final enrollment step indicating that the student’s course
was full at the college and the student is not enrolled, or
their high school rejected their eligibility to participate in
Dual Credit courses.

N/A

Repay Complete (re-payment)

Final step indicating that the enrollment was moved to the
‘pay later’ option as the original payment method was
declined via DualEnroll.

N/A

Approver: Review
Eligibility/Recommendation

Dual Credit Eligibility Form is incomplete.

Homeschool Approver

Approver: Approve Course

Homeschool students, only. Dual Credit course
enrollments need final approval.

Homeschool Approver

High School: Review

Dual Credit Eligibility Form is incomplete.

Eligibility/Recommendation High School Counselor

High School: Approve Course | Dual Credit course enrollments need final approval. High School Counselor

High School: Approve Drop Dual Credit course drop request needs district approval. High School Counselor
High school counselors declined student’s final course

High School: Resolve Student | approval as the student enrolled in the wrong High School Counselor

Not Enrolled

course/section. School to confirm why the student
enrollment was declined.

Pending: Application
Response

DualEnroll is importing your college application to our

college student management system outside of DualEnroll.

Your enrollment will not move to the next step until this
step is complete. Typically, a 45-minute lag time.

DualEnroll Software
Processing Step

Pending: Completion of Per
Term Steps

Accompanies the High School Eligibility and Approver:
Review Eligibility step.

DualEnroll Software
Processing Step

Processing: Successful

All student, parent, college, and high school steps are
completed. DualEnroll is sending enrollment to Ozark

DualEnroll Software

Registration Tech’s college student management system outside of Processing Step
DualEnroll.
. DualEnroll is processing the student’s course drop request. | DualEnroll Software
Dropping

Processing Step
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