The DocuSign, e-signature hyperlink is embedded in the admission steps to enroll:
https://academics.otc.edu/dualcredit/dual-credit-admission-process/

Once students get to step four and select the hyperlink for ‘Dual Credit Class Registration and Permission Form’, then the
following screenshots should be helpful navigating the process.

There are directions for completing the process via (1) computer and (2) phone below. Use of a computer is highly
recommended.

STUDENT PORTION with Computer

Once the embedded hyperlink registration form is selected, students will see this page below and will enter the full
names and emails for themselves, the parent and the primary school contact. The school contact can be the instructor of
the course. Please use proper capitalization. The emails provided serves as the pathway for obtaining signatures.
Afterward, students select “Begin Signing”.

Note: If you are a homeschool student, use the parent name and email for both parent and school. Parents will need to
complete the signing process for both the parent signature and school signature. See both parts below.
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PowerForm Signer Information

Fill in the name and email for each signing role listed below. Signers will receive
an email inviting them o sign this document

Please enter your name and email
to begin the signing process.

High School Student *

Please provide information for any other
signers needed for this document

Parent or Guardian *

School Contact *
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Then, students will have to read and select “Continue” to see the registration form.
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Hello,
Thank you for your interest in OTC Dual Credit!

To enroll, we need a student signature, and parent or guardian signature, and a school signature. After all signatures are
obtained, you will receive a copy of the decument.

View Les%

Please review the documents below. CONTINUE FINISH LATER OTHER ACTIONS ~

Afterward, students can view the registration form underneath (see below). Students complete the Contact Information
section and Course Information using OTC course codes.

e Important Information about the Contact Information section:
o Ifastudent is participating in Launch, they must put Launch as the high school.
= |f a student puts their regular high school, they may be turned away because we do not partner
with their regular high school for Dual Credit and we do not know they are going through
Launch.
e Important Information about the Course Information section:
o Ifastudent is participating in Launch, they must put that the class is SEATED.
= The course is taught by an approved high school Launch instructor not an OTC instructor in a
class with other college students like an online Dual Credit course.
o If astudent is participating in Launch, they must put the correct High School Code for the instructor
they are taking the course with.
= |f a student does not include the High School Code or if they put the wrong code, the student
may end up with the wrong instructor or course.
= Students can find out what High School Code belongs to which instructor by going to our Course
Options by School Partner webpage under the Launch tab:
https://academics.otc.edu/dualcredit/school-partners-and-courses/

Resource: For help with course codes, visit the course options by school partner page:
https://academics.otc.edu/dualcredit/school-partners-and-courses/

On this same page, after completing both sections above, select the yellow “Sign” button at the bottom of the page and
then the blue “Finish” button at the top of the page.
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The form cannot be sent to the next person before these steps are complete. A parent and a school contact need to
complete their process for the student to be eligible for enrollment.

Students are not enrolled in class(es) until a separate “confirmation of enrollment” email occurs from dualcredit@otc.edu

This completes the student steps. Skip ahead to Parent Portion.
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Please review the documents below. FINISH FINISH LATER OTHER ACTIONS ~

Dual Credll Class Registration and Parent Consent

m 'STOP: Please complete the application to become an OTC student before completing the document below,
Contact Information:
Legal Last Name Legal First Name Middie Initial Birthdate (MM/DD/YYYY)
[

‘Social Secunty Number or OTC 1D Name of High School Graduation Date (MMIYYYY)
winslowgotc. edu

Student Email Address Parent Email Address.

Course Information:

Add! Seated! | Class Letter Code | Class Number Code | High School Code Class Tile Tredit Hours
Drop nline (Seated Only)
—— select |- select - 7] I

—— select -|-- select —- ¥

T I
—— select -|-- select —- ¥
I

If dropping, please state reason: |

Signatures:

DatC e Baocram Consan

Expectations of student behavior and performance are held ta a higher standard than in high school settings.

«  Class subject mater(s) are more complex and mature in nature than high school class content

«  OTGIs aecredited

+  Courses wansfer well dus to CORE 42 and transfer agreamants with other collages. Students are rasponsibla for consulting with other
Gollega insttutions about iransfer policies.

+  Students must complele the admission steps before the posted dasclines to enmn Completion of the steps does not guarantee enrollment.

«  Current program costs are listed on the dual credit website under tuitior

«  While payment is not due now, payment must be made in full before e publ: ihed eadin Any biling not covered by the High School District is the
student’s and parentiegal guardian's responsivilty. All delinquent account balances will be assessed late fees and collection charges, and will be
reported o collection agencies as well as the Missouri Depariment of Revenue.

« Payment reminders distribute via email and include directions for payment enline or in person onl

«  IFstudents are withdrawn from class{es) before classes begin, full refunds are processed for paid amounts only. If students withdraw after classes
begin, no refunds are: provided.

o i manga class subjects or withdraw: from ciass, an additional feqistration form must b provided with add or drop and the relevant courss information

Aciional fvrmstun is available http:/academics otc. edu/duslcredit/ Questions should be dirested to dualcredit @otc edu

FERPA Disclosure
I hereby authorize and consent to the disclosure of educational records between OTG and the High School Distriet as well as with the individual(s) identified
below. This i m\ndssamy information contained in my educational, academic, and student financial records held by OTC. This includes but is not limited 1o
grades, registratior inding, payment information, and collections, Verbal access onl jual =
identication has oo verid. Wiiten,pintec or phtocoried materials wil ot be provide
Behavioral Inlervention Team or Disability Support records.

I understand and agree lo the terms outlined on this form and within the dual credit wet < (- sign

Joe Student 9/4/2019
Student Name, ] Date.
Print Sign
1 hereby grant permission for my chid (student) to enrall in the OTC Dual Cret program,
Narme_ I Date,
Prnt Sign
‘School Permission: Name_ I Date
Brnt Sign

STUDENT PORTION with Mobile Device

If a student is using their mobile device to complete the registration form, the red boxes that students fill in with their
information will not be in the order shown above. Provided below is additional information about what should go in
each box based on the mobile device view.

Under the Contact Information Section:

The students last name, first name, and student email address will automatically be provided on the registration form
from when they entered their contact information at the beginning of the process.

1. When they look at the form on a mobile device, there will be two red boxes stacked on top of each other. The
top box (1 In the image below) is for the student’s middle initial.

2. The bottom box (2 in the image below) is for the student’s birthdate (MM/DD/YYYY)

3. The box under “Legal Last Name” (3 in the image below) is for the student’s social security number or OTC ID
without initials.

4. The student will need to use the scroll bar above “Course Information”, the box under “Middle Initial” (4 in the
image below) is for the name of the student’s high school.

5. The box under “Birthdate” (5 in the image below) is for the student’s graduation date. (MM/YYYY)
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e Important Information about the Contact Information section:
o If astudent is participating in Launch, they must put Launch as the high school.
= |f a student puts their regular high school, they may be turned away because we do not partner
with their regular high school for Dual Credit and we do not know they are going through

Launch.
NEXT NEXT
(ZARKS TECHNICAL (OZARKS TECHNICAL
COMMUNITY COLLEGE COMMUNITY COLLEGE

Dual Credit Class Registration and Parent
Consent

Dual Credit Class Registration and Parent
Consent

STOP: Please complete the application to
become an OTC student before completing
the document below.

STOP: Please complete the application to
become an OTC student before completing
the document below.

Contact Information:

Last Name
First Name

Contact Information:
Last Name
First Name

2 ——

Legal Last Mame Legal Middle Initial Middle Initial Birthdate
3 . I ] First | _i| ] (MMDDYYYY)
Name S
Social Security Number or OTC ID Name of High 8 Mame of High Schoal Graduation Date
email@domain. com (MMYYYY)
Student Email Address Parent Email Ac Parent Email Address
» 4 3

Course Information: |:| Course Information: |_:|

| am requesting I am requesting

tn taka the fallnwina rlassias) in Samaster tn taka tha fall hd

painn cla lin Samasctar

Under the Course Information section, the boxes are easier to understand:

1. Students should scroll down; the box will say select (1 in the image below) and this is where the student puts
the semester they want to take the course in.
2. The next box (2 in the image below) is where the student puts the year they are taking the dual credit class
in.
3. The other boxes are in the arrangement of columns with a scroll bar along the bottom and labels at the top
of the columns (3 in the image below)
a. Students complete the Course Information section with OTC course codes.
i. If students need help with course codes, they can visit the course options by school partner
page: https://academics.otc.edu/dualcredit/school-partners-and-courses/
¢ Important Information about the Course Information section:
o If astudent is participating in Launch, they must put that the class is SEATED.
= The course is taught by an approved high school Launch instructor not an OTC instructor in a
class with other college students like an online Dual Credit course.
o If astudent is participating in Launch, they must put the correct High School Code for the instructor
they are taking the course with.
= |f a student does not include the High School Code or if they put the wrong code, the student
may end up with the wrong instructor or course.
= Students can find out what High School Code belongs to which instructor by going to our Course
Options by School Partner webpage under the Launch tab:
https://academics.otc.edu/dualcredit/school-partners-and-courses/
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NEXT
-
r
Course Information:
[ am requesting
to take the following class(es) in Semester:
A e i
a Year: [ ]
Add/ Seated/ Class |(
Letter |1
Code |(
Drop Online
E
-- select - v
-- select --w
-- select --w ||| -- select -
If dropping, pl state r
-

Once the student has entered the information on the registration form, they will need to select the yellow “Sign” button
at the bottom of the screen, go to the top of the screen and click “Next”, and finally click the blue “Finish” button.

The form cannot be sent to the next person before these steps are complete.
This completes the student steps.

PARENT PORTION

Only after all the steps under Student Portion with a Computer OR Student Portion with a Mobile Device are competed,
will the registration form distribute to the parent email address provided.

Parents will then go to their email provided, for a communication from DocuSign, and select the “Review Document”
button to see the registration form submitted.



Wed 9/4/2019 9:55 AM
DocuSign NA3 System <dse_NA3@docusign.net>
ESignature Required to Enroll - OTC Dual Credit

o [IDual Credit

[ If there are problems with how this message s displayed, click here to view itin aweb browser.
Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message.

=

Dual Credit sent you a document to review and sign.

REVIEW DOCUMENT

Dual Credit
dualcredit@otc.edu

Hello,
Thank you for your interest in OTC Dual Credit!

To enroll, we need a student signature, and parent or guardian signature, and a school
signature. After all signatures are obtained, you will receive a copy of the document

Receiving a copy of the document does not mean you are enrolled. After your
document is processed by dualcredit@otc.edu, we will send a confirmation of
enroliment email to you separately

Thank you,

OTC Dual Credit

Powered by —

Parents may have to read the message and select “Continue” from the dropdown banner to view the form (see image
on page 2 above).

Afterward, parents use the yellow “Sign” and blue “Finish” buttons to complete their part (see page 3 above — the only
difference will be that the form has information entered).

Resource: Alternatively, parents can Decline the document, under the Other Actions dropdown on the top right.
If an error was made by the student, and the parent is unable to edit the document, the parent can Decline to
sign. The student will be notified of the declined action via an email from DocuSign. The process can be started
again with the correct information.

Only after “Finish” is selected, does the electronic document distribute to the school contact entered by the student. A
school contact need to complete their process for the student to be eligible for enrollment.

Students are not enrolled in class(es) until a separate “confirmation of enrollment” email occurs from dualcredit@otc.edu

This completes the parent portion (unless you are a homeschool family). If you are a homeschool family, the parent
needs to complete the process below as well.

SCHOOL CONTACT PORTION

Only after the student completes each of the steps above, and the parent e-signs and finishes the document, will the
registration form distribute to the school contact email address provided.

School contacts will go to their email, select email from DocuSign and the “Review Document” button, to see the
registration form submitted (see image on page 5).

School contacts may have to read the message and select “Continue” from the dropdown banner to view the form (see
image on page 2).
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Afterward, they can use the yellow “Sign” and blue “Finish” buttons to complete their part (see image on page 3 — the
only difference will be that the form has information entered).

Resource: Alternatively, school contacts can Decline the document, under the Other Actions dropdown on the
top right. If an error was made by the student, and the school contact is unable to edit the document, the school
contact can Decline to sign. The student will be notified of the declined action via an email from DocuSign.
Students are more than welcome to start again with correct information.

Only after “Finish” is selected, does the electronic document is distribute automatically to dualcredit@otc.edu for
processing.

This completes the school contact portion.
ALL PARTIES

After the form is completed and all signatures are obtained, a copy of the competed form will distribute to all signees
from DocuSign, including the dual credit office for processing, See the image below.

Once the dual credit office processes the completed form and registers the student in class(es), a separate “confirmation
of enrollment” email will occur from dualcredit@otc.edu Students are not enrolled until this communication occurs.

C2Reply EaReply Al (£ Forward C5IM
Wed 5/4/2013 10:04 AM
DocuSign NA3 System <dse_NA3@docusign.net>
Completed: ESignature Required to Enroll - OTC Dual Credit

) Dual Credit

 F there are problems with how this message is displayed, click here to view it in 2 web browser.
Click here to download pictures. To help protect your privacy, Outiook prevented automatic download of some pictures in this message.
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Your document has been completed.

VIEW COMPLETED DOCUMENT

All signers completed ESignature Reguired to Enroll - OTC Dual Credit

Please Note: The envelope was completed with markup. All marked changes were:
initialed by all signing parties.

Markup History

Time: 9/4/2019 | 9:55:27 AM CDT

User: Joe Student

Birthdate tab in Document:[19 FA Seated Pilot.docx] on Page-[1] value changed
from [] to [01022003]
Middle Initial tab in Document 19 FA Seated Pilot docx] on Page:[1] value changed
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Graduation Date tab in Document 19 FA Seated Pilot docx] on Page:[1] value
changed from [] to [052002]
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