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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).

Log in to your existing DualEnroll account New students
First Time Students - Create an
PASSWORD: | |

Account |
You can register by computer or on your smart [ won Instructors with a collags account
phone by naVlgatlng to Forgot your username or password?

. . Need to enter your text confirmation code? w
https://otc.dualenroll.com/login and selecting, —

CREATE MY ACCOUNT. If you have an existing
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 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.

Preferred First Name

Sexstbirth +  Birthdate +

Porr—
1. student Address . |
d. Provide your mailing address, phone, and email o s —
address. Then, answer the additional application — —
questions. :

2. Student Demographics

Cell Phone Carrier

d. Once you click REGISTER, you’ll receive | amnssmen-conma men scuoo aprucaTion sTers
a text message with an activation code, or | " Em—— ezt
Ars-Diser imingtian indarmation Stiadant Addrass

an email with a link to confirm your 9C cometund to p-odng s spportiesfor  puren o) dors et dciee
account. You must confirm your = e o
account to proceed. If using email, be s sccmstaton 1 b st h At h Ot
sure to check your junk and spam folders | o o

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.
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4‘- FERPA Consent Amands Smith - CENTRAL HIGH SCHOOL APPUICATION STEPS
a. Indicate that you Sl T Cmovny S B
RILEASE OF STUDENT INFORMATION ALITHORIZATION
approve or deny Cor bt idommmtion o FEN | e Adds
Various levels of bt/ (stadents. ot edu/regivirer /relesse of student informastion —
| haruby authorise Ozacks Technical Community Coluge 10 rebace the educational reconds or
FERPA consent. oty s o P ——
Pease Note: Counseling Center and Services for Students with Disabilitses rocords are _
- considered medical records and are not covered under FERPA rules, A separate release form
I. Under federal e

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 Amanda Smith - CENTRAL HIGH SCHOOL APPLICATION STEPS |
A. Enter parent contact Parent or Guardian Contaet Information mese
preference and Parant Or Guardion Nama:* | StudeetAddress
information. NOTE: o | Student Dermographis
- | TemsandConstions
Parent contact
information cannot be refuseses” e
the same as student e et e _Hhkm
contact information.
6 . High School Amanda Smith - CENTRAL HIGH SCHOOL APPLICATION STEPS
A. Enter your high school, | "o S = __
graduation Or Iliﬂl'. School Graduation or GED/HISET Completion Year?™ —
GED/HISET , RUSAGE
Completion year, — o
and your HS counselor = I
listed in the dropdown D Py iy e
dives, Mall. Marshal lslands, Mau " X Mobkdoen ony
X B
menus. “ ———
7 . Tuberculosis Screening [FS——
B T

d. Complete questions for the
tuberculosis screening.

Wire you born e, or daring the past five years have you lived in any of the countries Ssted?*

tave you had érrquent or prodenped vt 10 one cr more of the courtries bated 7

apply to you?
ione CONtact with w person known or sispected 1o have sctive

wkmr serving cients who are at incressed risk for

[0 You e or have been wxperuncing symptomns of tubercuioos (e.g. fever, night vweats,

cough and weght loss

2
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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):

Narrow your Search

Once you are logged into your
account, click on the Courses tab. The

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

COllrse finder Shows you Wthh Tp— . Il college Mow L High School B onlinecourse. B Regional Center
courses are being offered. S -
ART-100 u ART ART AND EXPERIENCE Ozarks Technical Community
. . . Select Program v College
Use any of the filtering options on the i _ _
BY KEYWORD ART-105 [l ART ART HISTORY Ozarks Technical Community

left to narrow down your search.
Click on the course name to see a
detailed class description and

Course Detail: CONTEMPORARY MATHEMATICS &

COURSE NUMBER: MTH-128

COURSE SUBJECT:  MTH

available sections. Please note the CREDITS: 3.0
term Iisted under the course name. COLLEGE: Ozarks Technical Community College

B DESCRIPTION: This course provides students with a basic survey of mathematics. Topics include problem zolving,
For lnstance’ for summer andfall maodeling, counting methods, probahility, statistics and geometry. (MOTR MATH 120}

enrollment, there will be courses
listed for both terms. Please

Available Sections -

. Section Type Instructor Location Days/Time Start/End Date ‘Options
ensure you are selecting the or R p— — (egi]
Fall 2022 12/16/22
correct term. R
J LI Fully online] /2222 - isler
Rl 2022 B | v Ya/1ers
Once you've decided on a — ) :
y B e ' e

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’ =]
tab on the student dashboard. Click ‘view T Soes Cou ncates wht neede s be done 1o Comple the egsraion process

. : ed to I:s?c"::l;‘a‘;k;? oltrr‘\ea:: }[(‘t'tl‘l:l‘rk :;]1:1;5;;2;?:\;3:{:?'221;re nt/guardian, or college staff).

Your Courses

BI0-100 LIFE SCIENCE WD2[+] Instructor Approve Course: Complete Failed Instructor Approve Course: Complete —
Ozarks Technical Community College Parent Provide Consent: Complete [History] [Motifications : i E - story] [Notifications]
Fall 2022 Student Select Another Course Section: Complete rther Actions Required x
Student declined Course Section

ive completed the registraliun request for this class. You mplete.
ENG-101 COMPOSITION | VOSRO[4] High School Approve Course: Complete Complets ]?U"féedd_l}"ﬂ (’imla‘l aﬂf iﬂlaiexll meﬁslagle {Wfl{u need to story] [Notifications] [Drop]
Ozarks Technical Community College Parent Provide Consent: Complete History] [Motifications] [Drop] (e 8¢e'iona! steps forihis class al a faler ime.
Fall 2022 select one of the options below: mpleta

story] [Motifications] [Drop]

HST-120 U.S. HISTORY |: TO 1865 WD1[+] High School Approve Course: Complete Complete .
Ozarks Technical Community College Parent Provide Consent: Complete History] [Notifications] [Drop] [Jouest anctherclass | view current stalus  § logout mplete
Fall 2022 story] [Notifications] [Drop]

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

PHY-105 INTRODUCTION TO PHYSICS WD3[+] College Review Registration Request: Complete Complete
Ozarks Technical Community College Designated Approver Approve Course: Complete History] [Notifications] [Drop]
Fall 2022 Parent Provide Consent: Complete

Student Select Another Course Section: Complete




(OZARKS TECHNICAL

COMMUNITY COLLEGE DualEnr®ll.com
OTC Student User Guide

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
— = enrollment is complete.

Parent: Provide Cansent

Resend] [History] [Nolifications ] Abandon] NOTE: Homeschooled students:
, ; s I Bkl Homaoto bhonts ks e wdte bepides bo voiie Saiiornl fessommeandiite Your designated approver must
s and Semors: 3.0 GAA or highes O, 2.5-2.99 GAR, with 2 recommendation from you grincpal or guidance counseor Review your Eligibility based on
SN SPR AL b J e e o idance coumale: the OTC dual credit guidelines
mhmee -Aj";i- setide ar higher on the ACT or SAL, cumuiative G of 1.0 or higher, and a recommend ation from yosr llsted ln the ellglblllty reVleW
: & o S e gus. s A form.

Studmet Narme Action G an Acadmeres Yaar
4.0 Scale?
srwl Ons Approve; recomrmendation not tegared freshman
Agprove and recommend Sophomore
Student doesn't qualily. but recommend avyway Junbor
Den't spprove or recommend, dedine request 1o enroll Seror




(OZARKS TECHNICAL

COMMUNITY COLLEGE DualEnr9ll.com
OTC Student User Guide

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.

Parent. Provide Consent

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 ‘pay later’ option. The pay later
option could appear as ‘Pay
electronically via Student’s MyOTC.’ VISA ﬂ

i. It's easiest to pay during B ‘ (= Ry
registration 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

T ro ub l e S h O O ti ng Log into your existing DualEnroll account

USERNAME:
If you've forgotten your username or password, you can retrieve

your username and/or reset your password using the link on the

PASSWORD:

LOGIN

login screen. |_Forgot your username or password? |
Forgot your username or password?
When to contact the DualEnroll HelpDesk: D —————

OZARKS TECHNICAL

OMMUNITY COLLEGE DualEnroll

1.1 you still cannot access your
account after going through the
‘forgot username or password,’

process, you can submit a Help Desk rogin

ticket by clicking the Help Desk button T pom— T,
in the upper right corner of the log-in — S
screen. a——

2.1f you receive an error message
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.



